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TeleMagic Program Features

TeleMagicisafully customizable, relational Contact and Business Automation Manager
integrated with Productivity Tracking, Report Generation, Auto-Dial, Word Processing,
Faxing, Wireless Messaging, and Electronic Mail capability. TeleMagic isavailable in both

single-user and network versions.

Contact Management

?7T hree-level relationa
database structure

?J ser-defined multi-page
views

?Zonfigurable pages
?7Full customizability—you

can store any datayou like, any
way you like

?7Multiplefield types

?2User-defined List Boxes Data
entry templates, default values,
calculated fields and validity
checking for any field

? Unlimited user-defined
indexes and filters

?7Field level security

Activity Management

User Guide

?75crollable daily, weekly, and
monthly views

?75eparate Activity and To-Do
listings

?7Reschedule and re-prioritize
using “drag and drop”

?75ingle-click check-off of
completed tasks

?7Powerful record search
capability

?7Editable Browse window
?7Browse list of pending
activities

?7Duplicate record checking

?Zomplete or Delete activities
from the Contact Manager

?72)ser-defined toolbars

?7Restricted Filter and Index
lists

?7Associate Contacts with
Activitiesand To-Do’'s

?7Assign and view status of
tasks assigned to others

?72/iew and modify other
users' schedules (when granted
permission)

?72consto indicate type of
activity
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?770-Do display includes ?7Assign activitiesto agroup
deadline, overdue rollover, and of users

completed items . A
P ?7ZAssign resources to activities

?7M ulti-day activity scheduling 7ZAssign activities on one

?7Recurring activity scheduling user’ s schedul e to another user

?78cheduling conflict warnings ?7Move groups of activitiesto

n im
?7alendar security anew time slot

?ZAutomatically create an

ZZAlarms with or without activity for all contactsin afilter

TeleMagic loaded and assign them to one or more
?ZActivity Browse selected users

?PActivity Archive 7 ser-defined Activity view
?7Quick deletion of completed ?7Display activitiesonly on the
activities Browse view (Hide activities)

?7)ser defined weekends and
holidays

Report Generation

?75tandard reports on various ?7Customreport writer
areas of TeleMagic, such as including:

faxing and sales forecasting Report titles and summaries

?7ZActivity reportsincluding
printout to popular “day
planner” format

Multiple fonts, pitches and
styles

Page orientation and size
?ZEnvelope, label, and “rotary

; N selection
index” printing

. Calculated fields with input
?7Contact and Phone Lists prompts
77Quick reports for novice Full color illustration and
users OLE
?77Mass Mailing capability Headers and footers by
77Configurable Reports Menu page and group

Print Preview

Getting Started
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E-mail

?ntegrated e-mail system
?75end e-mail to single users or
groups

?7Compatible with MAPI
servers

?7Zopy, forward and print e-
mail

?7Xag multiple eemail for quick
maintenance

?7Anternet E-mail capability
?72_ink messages to contacts

?ZAutomatically link incoming
messages to contacts based on
address

?7Filter incoming messages
based on the content of the

address, subject, or message
body

?7Multiple Address Books:

??MAPI (if usingaMAPI
server)

Word Processing

Getting Started

?7Microsoft Word? 97 and
2000

2z otus WordPro? 97 and
2000

?7Corel WordPerfect” 8and 9
?7Base new documents on
previously created templates
?7%5hare documents between
users, or keep personal
documents private

?72 ink documents to contacts
and create rollup lists of linked
documents on contacts’ records

??TeleMagic users
(automatically updated)

??Internet (custom)

?? Access contactsfrom
messages

277X aglLines

?77Queue messages locally, or

to the Automation Server

?7ZAttach files and merge

documents

?7Automatic spell check

?7ZEncrypted storage

?7M ultiple account profiles

?7) se Microsoft Outlook with
your TeleMagic databases new

?7ZZonmmand line for OLE word
processors automatically
determined

?7Retain copies of merge
documents—Iinked to the
contact

?7External mergefields

?7Concurrent multiple word
processors supported
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?7A fully integrated faxing
system

?7Fax individual contacts or all
contactsin afilter

?72nclude mergefieldsin al
pages being faxed

?7Fax localy or from a
dedicated server

?7Extensive fax preferencesto
customize faxing

?7Multiple servers and queues

?7Z8upport for any Class 1 or
Class 2 faxmodem

Wireless Messaging

?75end Wireless Messages to
contacts or TeleMagic users

?7M aintenance screen for
messages sent locally

Other Communications Features

?7Xhe Bulletin Board provides
aforum for all users

27X ack-ts provide a means of
attaching notes to records or
databases

Power Features

27X rue multi-user (network)
capabilities

?ZAuto dialer

?7ontext -sensitive help

?7Database synchronization

?78upport for unlimited
workstations processing faxes,
with up to 8 faxmodems per
workstation

?7E-mail notification on
completion of faxes

?72 inks with the Activity
Manager and contact records for
fax history tracking

?7Comprehensive
troubleshooting tools
?7Fax TeleMagic reports

?7Fax external documents from
other applications

?75end messages locally or
from a server

?75end Wireless Messages
regarding activities or e-mail

?77he Message Taker informs
users of calls and visitors that
arrived in their absence

?7) ser-definabl e keystroke
macro

?ZEXport to:
TeleMagic
dBaselll Plus?
SDF

Dedlimited formats

Getting Started
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Getting Started

User-definable
delimiter formats
Import from:
?7Zomma Ddimited
Format

?75tandard (System) Data
Format (SDF)

?71AB Déelimited Format

Interchange Format

?7Microsoft Multiplan(r)

?7Microsoft MultiPlan
Symbolic Link

?72 otus(r) 1-2-3(r) version
2.x spreadsheet

?72 otus 1-2-3 version la
spreadsheet

?72_otus Symphony(r)
versonl.lor 1.2
spreadsheet

?72 otus Symphony version

1.0 spreadsheet
?7Zomma Separated Vaue

?7Microsoft Excel version
2.0 worksheet

?? Microsoft Excel version
5.0 worksheet

?2Jser Defined Delimited

?7Rel ate separate database
filesto different levelsina
TeleMagic database

?7Any prior version of
TeleMagic

?? System and field level
security and password
protection

77754l es Forecasting capability

?77A Branch Scripting module
for use with phone scripts

?7 eleMagic contact import
formats that include linked
activities

?725pell Checker

?7Century Rollover feature to
help prevent ambiguity in two-
digit year entries
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Manual Conventions

Thisguide is designed to provide you with abrief overview of the main TeleMagic features.
For complete instructions and more detailed explanations, refer to the related topic in on-
line help. To access on-line help, select Help, Help Index from TeleMagic’s main menu.

To access context -sensitive help for the area of TeleMagic you are currently using, pressri.

Keyboard Conventions

Keyboar d/Mouse Alter natives: While explanations are provided primarily for mouse
commands or menu sel ections, alternative keyboard commands may follow. For example,
“To add arecord to the current level, select Quick Add from the Current Record menu or
press CTRL+Q". Note also that it is a Windows convention to underline the “ hotkey” that
allows keyboard access to acommand.

Note: If you are using certain international or Dvorak-style keyboards, hotkey
combinations may not work as expected in all TeleMagic programs.
Key Names: Key names are always shown in small capital letters. For example, the Escape
key is shown asESC; the Control key is shown asCTRL.

Arrow Keys: (??? ? ) are shown asuUP ARROW, DOWN ARROW, LEFT ARROW, and RIGHT
ARROW, respectively.

Keystroke Combinations: Keysthat are pressed simultaneously are noted with a“+” sign
between keystrokes. For example, CTRL +Sindicates that you should hold down the CTRL
and the skey at the sametime.

Mouse Conventions

It is assumed that the left mouse has been set up as the primary button. If you use the mouse
with your left hand, the buttons may be reversed.

Click: Thisinstruction requires you to point at an object, then press and release your
primary mouse button quickly.

Double-click : When you see thisinstruction, point at an object, then press and release your
primary mouse button twice in quick succession.

Click and Drag or Drag: At thisinstruction, point at an object and hold down the primary
mouse button while you move that object.

Drop: Usually after dragging an object you will betold to drop it, which meansto release
the primary mouse button.

Getting Started
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Text Conventions

Verbatim Entries: Text you must type verbatim is shown in bold. For example, if you are
instructed to enter: xxx, you would type the letters: xxx (in lowercase). If uppercase letters
arerequired, text will be shown in uppercase.

Optional Entries: If you have an option of what you can enter, such asin the case of file
names or directories, aplace holder isshown in bold italics. For example, if you were to
enter the name of your database, the instructionswould tell you to type the

database filename. For a database called Contacts, you would type contacts.

On-screen Text: Field names, pop-up warnings and any other text that appears on the
TeleMagic screen will be shown in thistypeface: Example of on-screen text.

Menu Options, buttons, and tabs will be shown in bold face text with the appropriate hot
key (if applicable) underlined. Graphical buttons (those which have no text) will be referred
toin regular text, each word capitalized, as described in the button’s Tool Tip.

PATH AND FILE NAMES: File, program, and directory names are shownin al capital
letters. For example, afile stored on your hard drive in the directory containing the
TeleMagic program files might have the path and filename CATMWIN\TM.EXE.

Illustrations

Dialog Boxes: Pictures of dialog boxes will be shown using the default Windows color
scheme and, except where otherwise indicated, sample data based on the Documentation
Database.

Screens: Pictures of screenswill follow the same general conventions as dialog boxes,
except they will probably be shown in areduced resol ution.

Toolbars: TeleMagic Enterprise V5 makes extensive use of dockabl e toolbars. These
toolbars can be moved and reshaped. Also, toolbars used in the Contact Manager can be
reconfigured with different tools. lllustrations of toolbars will be in default configuration
and horizontal orientation, except asindicated.

Instruction Conventions

Getting Started

Sets of instructions are indented slightly and numbered.

The word close means that the dialog box or window will close and, if applicable, any
changes will be saved automatically.

The word save means that current work will be saved, leaving you free to execute other
commands without losing any changes you may have made.

The word cancel means that the current window will close, without saving any changes or
affecting previous settingsin any way.
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Toolsreferred to on toolbars are not necessarily configured on the toolbar by default. If an
instruction refersto a control that does not appear on your toolbar, and you do not want to
add the control to the toolbar, use the alternate method.

Symbols

Note: Additional information concerning the current section of text will appear in this
format. Notes may be reminders, suggestions, or information that may or may not pertain to
your installation. For example, instructions on del eting databases may contain a note
regarding databases being used with Data Synchronization Server.

| WARNING! Indicates precautionary information. Please read carefully before proceeding.

¥ This symbol indicates a one-step procedure, or a set of alternative procedures.

&5 The flag denotes advanced procedures and features of the program. Generally these
may be used in addition to basic program functionality. Tackle these after you have
mastered the basic functions of TeleMagic.

=/ Hint:  Thisisinformation from our file of technical tips and tricks. Hints are usually
examples of how afeature may be used, or of how different features can be
used together.

Basics of Using TeleMagic

TeleMagic consists of menus, windows, and list boxes that make it easy for you to use the
program. Throughout the documentation, if you encounter aterm that is not familiar to you,
refer to the Glossary in on-line help. Most frequently used terms are defined in the
Glossary.

Starting the Program and Logging In

Note: This section assumes that the system administrator has already opened TeleMagic,
performed registration, and added all necessary users to the system. If initial setup has not
been performed, refer to the System Administrator Guide.

/=7 Hint:  You can have up to 3 instances of V5 running simultaneously. (Y ou must have
sufficient system resources to run multiple instances of TeleMagic. For
information on system requirements, see the System Administrator and
Installation Guide.)

Getting Started
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To Start TeleMagic:

Getting Started

Note: If you are running Windows NT or 2000, and you are not an administrator,
TeleMagic will not be ableto install the fax driver. Thiswill result in amessage on
startup. The fax driver only needsto beinstalled once. It isrecommended that a
Windows NT administrator start TeleMagic the first timeit is run on each Windows
NT workstation.

Select Start on the taskbar, then select Run from the Start menu. Enter the path to
thefile TM.EXE in the TeleMagic global directory path (CA\TMWIN by default).

Locate and double-click the TeleMagic program icon:
TeleMagic will start, flash through the license screen, and display the TeleMagic

menu bar and Logon dialog box.

Note: Y our copy of TeleMagic may have been installed so that you are automatically
logged in, a specific database is automatically opened, and a contact view page
automatically displayed. If so, some of the following steps are not applicable.

Lt User Login 1| I
Jser ID: I
Pazzword: I
0K LCancel | Help |

TeleMagic Logon Dialog Box

Note: If aUser Name field appears on the above dialog box, thisinstallation of
TeleMagic has not been set up. Unless you are the system administrator, click Cancel
to exit this dialog box and contact your system administrator.

Type your three-character User ID.

Note: A supervisor user assigned your User ID and password. If you do not know
your User 1D, contact your supervisor or system administrator.

The cursor will move to the Password: field.

Type your password. (For security reasons, text entered in the password field will be
in asecurity font. All characters will appear as asterisks.)

Click OK.
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Note: If you have typed your password incorrectly, you will have two more tries.
After the third incorrect attempt, the program will close.

Depending on your setup, one of two things may happen. If adefault database has
been defined, the Contact Manager will open:

T,"-‘ Company - Academe E
Compary: [Academe | Main Phone:
Addiess 5225 Elm 5t [U5/Canada) 2035557241
: = [Intemational]
City:  |Mew Haven
- itactle:' gl.BrETI Account Summary
1p Loe: Shatus: Fiegion:
Country: |USA Tupe: Fatential:
PostalCods: [ Start:  |06/15/96 10:35:08 TST
Last Revision: |C-06/18/1336 10:41:11 TST
Contacts
Contact Mame: Contact Phaone: Account Bep: for This
Blair Corey 203-555-8766 EHE «| | Cempany
Cynthia Montesgque-Smythe 203-555-8900 EME
Harietta Sterne 203-555-R779 EME Diata i Bl i Mandatory!
Horace Abrahns 203-555-8915 EME i

Level 1 (Company) Screen of the Default Database

If no defaults have been defined, the Select Database sel ection box will open:

i Select Database

Compary/Contact D atabase ;I
Docurmentation D atabase
Opportunity D atabasze

Open

Mo Databaze

Change

LDelete

Copy

dudddid,

LI Uszage

Sample Select Database Selection Box
This selection box will contain alist of al of the databases in thisinstallation of

TeleMagic. You must select a database to associate your scheduling, word
processing, and other functions to specific contacts.

Getting Started
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5. Highlight the database you want to open and click Open.

Note: Most of the examplesin this guide are based on the Documentation database.
If you will be following the examplesin this guide, we recommend using the
Documentation database to explore TeleMagic.

The Select Database sel ection box will disappear, and the database you selected will
open.

TeleMagic allows you to add fields to a database and put those fields on the screenin
any way you like. TeleMagic recognizes the fact that not everyone will want to see
those fieldsin the same way, so it allows you to create multiple views to display your
datain different ways. A view isall of the screens (or pages) for a particular

database. Thefirst time you open a database, you must select aview, unlessyou
establish adefault view before opening the first time.

6. Select the appropriate view from thelist, and click Select.

The Contact Manager will open to the selected view.

Using TeleMagic with Windows

TeleMagic ordinarily follows standard Windows procedures when dealing with menus,
dialog boxes, and the TeleMagic window.

TeleMagic Toolbars

Getting Started

There are three toolbars avail able for use with the Contact Manager: the System Tool bar
(which may include tools that are used outside the Contact Manager), the Primary Contact
Manager Toolbar, and the Secondary Contact Manager Toolbar. Of these, the System
Toolbar and the Primary Contact Manager Toolbar are pre-defined. All three can be
customized to meet your specific needs. The two Contact Manager toolbars have the same
tools available, while the System Toolbar hasits own set of tools. All of these toolbars can
be docked to any edge of the Contact Manager screen, or they can “float” anywhere on the
Contact Manager Screen. Toolbars are also used with other TeleMagic functions, such as
the Notebook and TeleMagic Internet Mail, but only the System and Contact M anager
toolbars are fully configurable. The default configurations do not include all of the tools
available. To add more tools, see the Toolbar page in Preferences.
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The System Toolbar

The System Toolbar islocated directly below the main menu bar, and provides quick access
to TeleMagic’s most commonly used commands. The toolbar can be customized to hold
buttons representing the menu commands that you use most often. The default toolbar 1ooks

likethis:

220 aeek %D ek 2

The Default System Toolbar

The default buttons on the System Toolbar are:

=]
=]

Exit TdeMagic
View your Schedule
Pending Activities
Browse

Add aTack-It
Word Processing

Fax

s oo ®
el s E D

The Contact Manager Toolbar

Send Wireless M essage
Launch TeleMagic Internet Mail

Spell Check
Set Recall

Answer the phone & start acall
Dial

Context Sensitive Help

The Contact Manager Toolbar, also called the Primary Contact Manager Toolbar, appears
by default near the bottom of the screen. The Secondary Contact Manager Toolbar is
available, but is not pre-defined. All toolsthat are available for the Primary are also
availablefor the Secondary. Contact Manager toolbars are used to navigate and manage

your database.

Contact Manager Toolbar

wg N { | ﬂ } N | Filter: INone-AII reconjﬂ |\ndex:|None j . ﬂ “ a ﬁ .l Eﬂ Eﬂl .‘L: ,E:h| %“hl

The Default Primary Contact Manager Toolbar

Getting Started
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The default buttons on the Primary Contact Toolbar are:

. 12, 2. Level Buttons Edit thisrecord (toggles to Save)
| ] gg. [nfu]n)

L L la]

ErRA =g

Go to thefirst record in the
current filter

Cancel changesto the current record
(active while in edit mode)

Go to the previousrecord in Delete the Current Record

the current filter

Open the Goto dialog .l Copy the current record
Go to the next record in the E,ﬂl Add a note to the notepad of the
current filter current record
Gotothelast record in the Eﬂl View the notepads for this record
current filter
Filter: | Mane - &1l recon = Filter drop- A View activitieslinked to this record
‘ I J down list —l
|1_,q| Filter Count View linked documents for this
contact
Indes: [ None =]  Index drop- = View/Edit TeleMagic E-mail
down list M essages
‘)l Add anew record = View/Edit Sales Forecasting Records

IEI Quick Add

Customizing the Toolbars

Y ou are not limited to using the default toolbar. TeleMagic providestools for most of the
features included with the program, and allows you to create your own tools. Customizing
your toolbars can save alot of time and energy. There are three kinds of tools that can be
added to the toolbars:

?? Pre-defined tools which call menu options usually available from the main menu
system.

?? User-defined tools that call user-defined function keys
?? User-defined toolsthat start external programs

Note: Instructions throughout this manual, the System Administrator and Installation Guide,
and the online help system refer to controls which are not necessarily configured on the
System or Contact Manager Toolbars by default. If you frequently use a procedure that uses
atool which is not configured by default, consider adding that tool to one of your toolbars.

Getting Started
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Security
The system administrator will ordinarily control security. Any user can change his or her

own password.

Setting a Password
To Change Your Logon Password:

1. Fromthe Options menu, select Change Password. A dialog box will appear asking
for your current password.

L% Change Password ]
Enter Current Paszword: I

Enter New Passward: I
Yerify Mew Pazzword: I

] | LCancel |

Change Password Dialog Box
2. Typeyour current password in the Enter Current Password: field and presSSENTER.

The Enter Current Password: field will not be avail able after you proceed to the
next field.

Type the new password inthe Enter New Password: field.
4. Typethe password again to verify it in the Verify New Password: field.

Click OK to save your new password.

Controlling Access of Other Users/Groups to Your Activities

To Control Other Users Accessto Your Calendar:
1. Fromthe Activity menu, select User Permissions.
The Activity Access dialog box will open.

2. Highlight the user in the Users With No Access list to whom you want to grant
access to your calendar.

3. Click Add.

or Click Add All to give all users accessto your calendar.

Getting Started
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The selected user will be added to the Users With Access list.

4. Select thelevel of accessto be granted by selecting the View Time Block Only,
View Full Detail, or Full Access radio button.

5. Repeat steps 2 through 4 as required to grant access to all of the users who should
haveit.

6. Click OK to save your changes and exit.

To reverse the process, select the user you want to revoke permission from on the Users
With Accesslist and click Remove. To remove permission from all users currently on the
list, click Remowve All.

Y ou can limit the level of access that any user hasto your calendar. By default auser is
granted view-only accessto your calendar. Thisisthe most restrictive level of access. You
can alow other usersto view activity details, or you can allow them to schedule activities
on your calendar. Y ou can change the default level of access granted by clicking on the Set
Default button and selecting the desired default level offered on the Default Access
Permissions dialog box.

Note: If you are amember of agroup, and an activity is assigned to that group, the group
activity can be shown on your calendar even if the originator of the group activity does not
have scheduling permission to your calendar. To allow group scheduling by users who
otherwise do not have scheduling rights to your calendar, mark the Allow all users Group
Scheduling rights to your calendar on the Activity page of the Preferences dialog box.

To Set the Level of Permission a User is Granted:
1. FromtheActivity menu, select User Per missions.
The Activity Access dialog box will open.

2. Onthe Users With Accesslist, highlight the user you want to edit.

The user’sname will appear in the Set Activity Permissionsfor: field. (Thisisaread-
only field. Y ou cannot enter the user’ s name directly.)

3. Select theradio button that indicates the level of access you want to grant to the
selected user.

4. Click OK to save your changes and exit.

Setting and Customizing Preferences

Getting Started

There are three basic categories of preferences. User, Database, and Global. Each of these
categories refersto the scope of the preference sets within that category. For example,
changes made in the preference sets within the User category will affect only the user
making the change, while changes made in the preferences sets within the Global category
will affect all usersin theinstallation.
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Which preference sets are available to any particular user will depend on which security
group(s) he or she belongsto. A user may not have access to preferences at all, they may
have access only to User preferences, and they may have access to User preferences and
access to database preferences in some databases. Members of the Supervisor security group
have accessto all preference categories.

Note: Do not confuse the User preference category with the User Preferences page. The
User Preference pageis one of the Global preference sets. This pageis accessibleto all
users with access to Preferences, but non-supervisors will only be able to make changes to
themselves, and will not be able to view or add new users.

The Toolbar and Function Key preference sets can be associated with any preference
category. The preference category of the currently open preference set isindicated in the
title bar of the Preferences dialog box.

To Set or Change Preferences:

1. Fromthe Options menu, select Preferences.

The Preferences dialog box will appear:

L Activity Preferences for Jennifer Cram in User E I
SEtEn | Tionlbar | Uzers | Wirelezs Meszaging | Writing |

Contact | [iatabase: | Diialer | Directom | Dizplay | Fax | Flinetion e | Fey Fislds:

Daps InwWeekend
v Sunday | Monday | Tuesday | ‘Wednesday | Thursday [ | Friday v Saturday

Location of Activity Files | [C-\TMSACOMMON®

[ Default Description to Becord Descriptar when linking | Link to Current Contact by default
Il allsers Bl e cess o pnur calend&r [ Leawe the alaim open when exiting T
I |l all s Grroip) S ted bl riotts bo ol calend

Show Time in Blocks of I 30 MIMS. 'l b ax. Activities Per Day I UE
Default Activity Duration; I 30 MIMS. 3: Min. Time Between [tems: OMING. =

Mew Alarm/Snooze Interval: B MIMS. == Pending Activity Refresh: 0 MIMS, ==
[0 = Dizabled]
aK | Cancel AppE | Help |

The Preferences Dialog Box

2. Click on atab to set preferences for the function indicated.
The selected page will open.
3. Customize the selected function as desired.

Note: PressF1 at each page for details on the options available.

Getting Started
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4. Whenyou are satisfied with your selections for the current page, choose OK to save
the changes and exit the dialog box.

or  Select another tab and set preferences for another function.
or  Click Apply to save changes without closing the dialog box or leaving the page.

5. Click Cancd to exit preferences. (OK will save the changesto the current preference
set; Cancel will abort them.)

Saving Settings and Exiting TeleMagic

Getting Started

Before you exit TeleMagic, you may want to save your current settings. Save Settings on
Exit allows you to automatically use the current settings the next time you use TeleMagic.
When you activate the Save Settings feature, the following information is recorded every
time you close the program:

?? Which database (if any) was last open

?? Which page of which level you werelast viewing; or, if you were not using the
Contact Manager, which view of your Activity Manager was open.

??  Which filter and which index were last active

Saving settings will save you time from searching to find your previous place the next time
you open the program.

Note: Saved Settings override any other preferences you may have set to control what
happens when you open TeleMagic. Specifically, it will override the Controlling Level
option on the Database Preferences screen and your Startup Database in Contact
preferences.

To Save Settings for the Current Session:

¥ At any point during your TeleMagic session, from the Options menu, select Save
Settings on Exit.

A check mark shows that the option is activated. When you close the program, it will
save your settings.

It will remain activated, saving different settings every time you exit TeleMagic, until
you uncheck the option.

When this option is unchecked, TeleMagic will open asindicated in Preferences.
To Exit TeleMagic:
¥ From the File menu, select Exit.

or  Click on the Exit button .

or PressALT+F4.
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Using the Contact Manager

The Contact Manger isthe main work areain TeleMagic. Almost all of the other areasin
TeleMagic will reference the records you place in the Contact Manager. For example, you
can print reports on your contact data, send letters and faxesto your contacts, and use the
Dialer to place phone calls to your contacts.

Contact records are made up of fields where you enter data. For example, you may have one
field to contain a company name, another to contain its address, another to contain its city
and so on. These fieldswill appear in the work area on your screen. Y ou may have one or
several screens (or pages) full of fieldsthat make up an entire record.

Contact records are stored in databases. A database is a set of contact records designed to
contain a specific type of information. Depending on your setup, your installation of
TeleMagic may have one database, or many. Before you start to work in the Contact
Manager, itisagood ideato familiarize yourself with the databases you will be using.

Note: TeleMagic was designed primarily to contain records rel ated to people, such as your
business contacts. (Thisiswhy it includes the ability to send faxes, pages, and create form
letters for the records.) When referring to records, this guide will often use termslike
contacts, or contact records. This does not mean that you are limited to only storing
information about people in your databases. On the contrary, TeleMagic can be configured
to contain anything you like. Any information you need to record can be keptin a
TeleMagic contact record.

Opening a Database

Getting Started

To Open or Change a Database from the File Menu:

Note: Throughout this guide, we use the Documentation database to explore TeleMagic.
Most of the examplesin this manual are based on this database. To switch to the
Documentation database, follow these steps.

1. Fromthe File menu, choose Select Database

The Select Database selection box will appear. Only databases to which you have
access will be displayed.

2. Highlight the name of the database you wish to open using the mouse or the
UP/DOWN ARROWS

3. PresseENTERor click Open.
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Note: To run TeleMagic without a database, choose No Database. The Activity
Manager will open. If you do not open a database, most menu options will not be
available.

The Select Database selection box will close. The database you selected will open.
When the database is opened, one of two thingswill occur.

If adefault view has been established for this database, the Contact Manager will
open to the default level and page:

T."-‘ Contact - Blair Corey at Academe E
Contact Mame: [Blair Corey |
. Phaore Mumbers:
Title: |Chief, Purchasing | BN BUMRers
Dear: |Blair Office: 203555-37EE
LUCETS 203-555-87E5
Alternate Contact: [Peter ‘wiley [Secretary] | cellular E13-555-4536
——— Faw: 203-555-4389
Harme:
08-20-2099 4:42p - JRC — Omt, .43, -
Status: Completed - Call to Verify our July
Heeting Hotes
Sayz the minutes I Fazed last week were Fecord Histany:
accurate; will consider backdating the .
contract to the werbal commitment date we .St.arl. DB/ 6103503 TS T
dizcussed . - Last Revision: | -06/18/1996 11:00:55 T4
company  [PEEREL 13t Contact: Account:
dept lastcall Call ot found Fep:
cuztid DEMIB0RTB0072 Mext Call Call nat found Status:

Documentation Database Contact View, Level 2 (Contact), Page 1

or If you have not selected a default view, you will seethe Select View dialog box.

A view isacollection of pagesthat make up one level of adatabase. For any database
level you can have several views offering avariety of waysto see records on the
level. If you have only one view, it will be opened by default. (The Documentation
database contains only one view at each level.)

4. Highlight the appropriate view in thelist and click Select. The Contact Manager will
open.

Note: |If the database opens with just atoolbar and ablank page, the Contact
Manager is closed.

Getting Started
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The Contact Manager

In TeleMagic, the Contact Manager is your window into databases. With the Contact
Manager open, you can view, sort, add, edit, and del ete contact recordsin the current
database. When you open a database, the Contact Manager will usually open, showing
records for that database. If it is not open, you will see ablank screen and you must open the
Contact Manager.

To Open the Contact Manager:

¥ From the Contact menu, select Open Contact Manager.
The default Contact View page of the current database will be displayed.

Contact Manager Layout

Getting Started

Note: Throughout this guide we use the Documentation database to explore TeleMagic.

To move among Contact Views, pages and records, you will use one of the TeleMagic
Contact Manager Toolbars. When you first open the Contact Manager, the default Primary
Contact Manager Toolbar looks like this:

mﬂ M ﬂ M | Filte: INone -A lecarcjﬂ |\ndek:|Nona j . '('_'é h ‘ ﬁ . ﬂ@ E) JE:h| = ‘

Primary Contact Manager Toolbar (not in Edit mode)

As soon as you click the Edit button !l or click on any field on the record you are
viewing, you are in edit mode. Whilein edit mode you can alter the current record, which is
now locked. (No other users will be able to open it whileit islocked.) The Edit button

becomes a Save button ﬂl The Primary Contact Manager Toolbar is user-definable and
dockable (it can be moved and resized).

There is one Contact Manager Toolbar defined by default. Y ou can have two Contact
Manager Toolbars. The toolbar which is defined by default is called the Primary Toolbar,
the optional toolbar can be created and defined in the same way as the Primary Contact
Manager Toolbar, except when choosing the toolbar to be defined from the drop-down list
you will choose the Secondary Contact Manager Toolbar.

To add controlsto a Contact Manager Toolbar:
1. From the Options menu, select Preferences.

The Preferences dialog box will open.
2. Click onthe Toolbar tab.
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The Toolbar Preferences page will open:

T,"-‘ Toolbar Preferences for Jennifer Cram E

Activity | Contact | Dialer | Directomny | Dizplar | [atabaze | Fax | Function Keys | Key Fields |

Users | Writing

Wireless Meszaging | Spatem

B SendFax

“Word Processing Default
B Sendwirsless Message j

B Sendwirsless Message ;I

Configure tools far ISystem Toalbar j

Available Toolbar Options Selected Dptions

| User defined - Bl Bl it Telebagic -]
I E— Separator-e- Add > | ||

Impork < Remave | || % Wigw your su:.hfa.dule
‘Q’ Export || Pending Activities

Q Rebuild Remove Ml || [ I E— Separabor-----—--
E Contact Screen Designer || E Browse

8 Preferences || J E— Separator---—--—-
% Secrity ) *| Add a Tackdt

Edit ot — .
@ Change Pazsword - “Wword Processing

| Apply | Help |

[
w
=]
]
o

Ok,

The Toolbar Preferences Page
From the Configure tools for drop-down list, select Contact Manager Toolbar
(Primary or Secondary).

The available and sel ected options displayed will reflect the current Contact Manager
Toolbar configuration.

Note: Toolbars can be configured for one user, one database, or all users and
databases depending on your Directory preferences. The preference will be indicated
by thetitle of the Preferences dialog box when the Toolbar pageis open.

From the Available Options list, click on the control you want to add to the Contact
Manager Toolbar.

The choice will be highlighted.

Click Add.

Double-click the control you want to add to the Contact Manager Toolbar.

The selected control will be added.

7 Hint:  The new control will be placed immediately above the active mover box
in the Selected Options list IEI

Click OK to save changes and exit preferences.

Getting Started
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Getting Started

Toremove controlsfrom the Contact Manager Toolbar:

1

4,

Open the Toolbar Preferences page to edit the Contact Manager Toolbar. (Follow the
instructionsin steps 1 through 3 inTo add controlsto the Contact Manager Toolbar:,
above.)

Click on any control you want to remove from the Contact Manager Toolbar.
The control will be highlighted.

Click Remove.

The control will be removed from the Contact Manager Toolbar.

Click OK to save changes and exit preferences.

To movethe Contact Manager Toolbar:

1
2.

Place the cursor over a non-control area of the toolbar.
Click and hold the | eft mouse button.
An outline will appear around the tool bar.

With the left mouse button still depressed drag the outline of the toolbar to the new
location for the toolbar.

Rel ease the mouse button.

Thetoolbar will be moved to the designated location.

When a Contact Manager Toolbar is not inadocking port thetitle bar will be displayed.
When thetitle bar is present, it can be used as a non-control areafor ‘grabbing’ the toolbar.
The toolbar can also be resized.

Note: Unlikeresizing adialog box, the actual area of the toolbar will remain essentially the
same; the height and width dimensions change proportionally. The only way to actually
make the toolbar smaller or larger is by adding or removing controls.

Toresizethe Contact Manager Toolbar:

1

Place the cursor near one side or corner of the toolbar.

A sizing arrow will appear.

Click and hold the left mouse button.

Drag until the outline conforms to the desired proportions.
Release the mouse button.

The toolbar will reconfigure to the new dimensions.
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Changing Levels, Views, and Pages

Each database is composed of one, two, or three levels. Each level is composed of one or
more views. Each view is composed of one or more pages. Once you have a database open,
you can move through the levels, views, and pages to view all of the information contained
in the database. To fully explore a database, you should familiarize yourself with all levels,
views, and pages in the database. Information in arecord can be displayed in several places,

only one place, or not displayed at all.
Changing Levels
To Change Levels Using the Contact Manager Toolbar:

Level £
Lewel 1 Lewel 3

[} L ] L ]
a8 OO0 | @@
aae e | 000

£ Click the appropriate level selector button.

To Change Levels Using the Keyboard:
5 PressALT plusthelevel number (ALT+1, ALT+2, or ALT+3).

Changing Views

To Change Viewsfrom the Main Menu:
1. Fromthe Contact Manager menu, select Views.

The Views menu will open:
2. Highlight the view you would like to use and click.

Changing Pages

To Change Pages from the Main Menu:
1. Fromthe Contact Manager menu, select Pages.
The Pages menu will open.

2. Click the page you would like to open.

Getting Started
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To Change Pages from the Contact Manager Toolbar:

Note: Y ou must have the Page drop-down list on your Contact Manager Toolbar to use
this procedure.

1. Click thePage: drop-down list on the Contact Manager Toolbar.
Thislist will display all pagesfor the current level.
2. Highlight the page you would like to open.

To Change Pages from the System T oolbar
Note: Y ou must have the Previous Page and Next Page tools on your System Toolbar to
use this procedure.

> To gotothe previous page, click the Previous Page tool. El

or

¥ To go to the next page, click the Next Pagetool. El

To Change Pages from the Keyboar d:
T Press PAGE DOWN to move to the next page.

or  Press PAGE UP to move to the previous page.

Viewing Contact Records

Getting Started

There are two ways of viewing information:

?? Onerecord at atime (using Contact View pages). Contact Views lay out
information for asingle record in an easy-to-read format.

?? Severa records at atime (using Browse). Browse displays all recordsin a
scrollable table, and allows you to compare two records side-by-side.

With either method, you have the option to view all recordsin the database, or only view a
select group of records using afilter. You can also control the order in which records appear
by using an index. (For example, in alphabetical order by company name.) TeleMagic

comes with a selection of filters and indexesin each of the sample databases.
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Selecting Filters and Indexes

Filters and indexes are selected from the Contact Manager menu on the menu bar, or the
filter and Index drop-down lists on the Contact Manager Toolbar:

To Set an Index:

1

If you have not already done so, open the Contact Manager and choose alevel.

Example: Company

2. From the Contact Manager menu, select Indexes.

or  Open the Index drop-down list on the Contact Manager Toolbar.
Note: Thiscontrol isnot necessarily present on the Contact Manager Toolbar.

3. Highlight the desired index using the mouse and click.

or  Usethe ARROW keysto highlight the desired index and presSENTER.
Example Company Name

4. Look through your records. They will appear sorted in the order you selected.
Note: Recordswith novaluein asort field will all be moved to the beginning or end
of therecord list depending on whether the index was originally defined as ascending
or descending.

To Set aFilter:

1. If youhave not already done so, open the Contact Manager and choose the level you
wish to view.
Example Company

2. Fromthe Contact Manager menu, select Filters.

or  Open the Filter drop-down list on the Contact Manager Toolbar.
Note: Thiscontrol is not necessarily present on the Contact Manager Toolbar.

3. Highlight the desired filter with the mouse and click.

or  Usethe ARROW keysto highlight the desired filter and presSENTER.
Example EC Companies.

4. Look through your records.

Using the example above, you will see only records for European Community
companies.

Getting Started
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Viewing Records One-at-a-Time

To Scroll Through Records on Any Page of Any View:

1. To move forward one record, choose the Forward control: Ll
or PressALT + RIGHT ARROW KEY.

or From the Contact Manager menu, select Next Record.

2. Tomoveto thelast record, choose the End control: ﬂl
or PressALT +END.

or  From the Contact Manager menu, select Last Record in Filter.

3. Tomove back onerecord, choose the Reverse control: il
or PressALT + LEFT ARROW KEY.

or  From the Contact Manager menu, select Previous Record.

4. Tomoveto thefirst record, choose the Beginning control: ﬁl
or PressALT + HOME.

or  From the Contact Manager menu, select First Record in Filter.

To View Records for the Current Parent Only:
1. Openany Level 2 or Level 3record.
2. From the Contact Manager menu, select:

?7?See Only Leve 2 Recordsfor Current Level 1 if youareon Level 2. Thiswill
cause only records that share the same Level 1 parent with the current record to be
displayed in the Contact Manager.

?7?See Only Leve 3 Recordsfor Current Level 2 if you areon Level 3. Thiswill
cause only records that share the same Level 2 parent with the current record to be
displayed in the Contact Manager.

A check will appear on the menu beside the chosen option.

3. Scrall through the records. Records not related to the same parent record will not be
displayed.

(=7 Hint:  When creating indexes, you have the option of creating indexes
specifically for use with the See Only feature. If you have created any of
these special indexes, they will be availablein the Index: list.

Getting Started
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4. Toview al records again, from the Main menu, select Contact Manager, 25See

Only Leve 2 RecordsFor Current Level 1 or 25See Only Level 3 Records For
Current Levd 2. The check mark will disappear from the menu. All records will be
availablefor viewing.

Viewing More than One Record at a Time (Browse View)

Contact Browse will bring up abrowse window of your current level. (It is not restricted to
thelevel on which you store your "contact"-related data.)

Note: In Browse view, memo (notepad) fields and general (OLE) fields are not shown
directly—they appear as the words "memo" and "gen" respectively.

To Access Browse View.

1. Openthe Contact View for the level that you want to browse.

2. Choose afilter and index for the records you want to browse, if desired.

WARNING! Y ou may experience delays when accessing Browse View if you are
viewing alarge database using afilter. (If you need to browse on afiltered group of
records from alarge database, use afiltered index.)

3. From the Contact Manager menu, select Browse

or Click the Browsetool El located on your toolbar.

The Browse window will open:

T."-‘ Browse Company - Press ‘Enter” or double-click to select, "Spacebar’ to edit
Compary Address Line 1: O
8225 Elm 5t
] Agence Montemarte 47 Rue de la Fayette |
Amerik.a Haus Wallnerstr. B
Anazasi Research Foundation Dept. of Archealogy
Argyle Reader Services E=ecutive Square
Barrens Books & Subscription Swes 48-71 Gristrnill Rd
Better Read Books 2388 Mizzion Rd.
Biblioteque Blaton Blanch 27 Rue de Loutres
Black Hillz Industies Arbor Plaza 1
Elackfly Mature Club 98 Main St.
EBridger Pioneer Ltd, 3EED Fioneer Way
Broken fimow Books P.0. Box 7R0Z24-4000 -
A | »
v Maintain Previous Browse Preferences
Select I Cloze

Sample Browse Window

Getting Started
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The prompt for each field in the level you selected will appear at the top of the
Browse window. The corresponding data for each record will appear in column form
beneath each field name.

Note: When fields are added, you have the choice of including them in Browse or
not. If afield does not appear, it was probably not set up to display in Browse. Up to
225 fieldswill be available for display in a Contact Manager Browse window.

Usethe scroll bars at the bottom and right of the Browse window to scan across
records and down field columns.

To goto arecord double-click on the record, or highlight it and presSENTER, or
highlight it and click Select. Browse will close and the record will be displayed.

To Exit Browse View:
> Click Close

Note: If you choose Save Settings while in Browse View, the window size and
position are now saved aswell.

Adding Contact Records

WARNING! Do not attempt to add records without sufficient storage space to save those
records. If you attempt to save without sufficient space, unexpected results can occur. Y ou
will need approximately .6 KB per record without OLE data. If you have OLE data, each

object will require from 3.4 KB to several megabytes, depending upon object type and size.

Getting Started

Note: Adding records using the Add !l button on the Contact Manager Toolbar will let
you select the level and, if you are adding to Level 2 or 3, the parent for the new record.
This control is not necessarily present, and may be oneither of the two Contact Manager
Toolbars.

To Quickly Add a Record:

1

If you are adding to Level 1, select Quick Add from the Contact Record menu.
(Unless you or another user has already added the Level 1 record, you will need to
start on thislevel.)

A new record will appear.

If you are adding to any other level, go to the parent record to which you will be
relating your Level 2 or 3 record.

Y ou can select Add from the Current Record menu. If you choose this option, the
Add Record diaog box will open. Select the level for the new record by clicking the
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appropriate button, or by pressing AL T+l evel number. The buttons on the dialog box
indicate the level name and are ordered from 1 on top to 3 just above Quick Add.

2. From the Contact Manager menu, set the See Only option on for the level to which
you will be adding.

3. From the Contact Manager Toolbar, select the level to which you wish to add. (This
should be the next level down from the level you are currently viewing.)

4. If thereare no child records attached to the current parent, you will be asked if you
would like to add arecord. Select Yes.

or If thereare existing child records, you will be taken to the first child on the level.
From the Main menu, select Contact, Quick Add or press CTRL +Q.

A new record will open for editing. When you have finished creating the record, save

it by clicking the Save button ﬂl or by selecting Save from the Current Record
menu. If you attempt to save aduplicate record, you will receive awarning.
Depending on your Database Preference settings, you may not be able to proceed
with saving aduplicate record.

Entering and Editing Data

TeleMagic uses many different types of fields. Most of these fields can be edited by simply
placing your cursor in the field and using standard word processing commands. Other fields
have been created to only contain specific data or specific types of data. (Y ou can specify
what data certain field types can contain by creating atemplate for the field.) Still others are
automatically filled in based on the data from other fields, or even other areas of TeleMagic.
Before entering datainto your fields, it is agood ideato familiarize yourself with the fields

in your database and exactly what information they are designed to contain.

Field Types

Most fields are character fields In these, you can enter letters, numbers, periods, special
characters (such as an asterisk *), and spaces.

Date fieldscan only contain actual dates. If you enter a date which TeleMagic does not
recognize, such as 44/78/89, you will not be able to move on to the next field and will be
returned to the beginning of the date field to correct the entry. Pressing the + key or the -
key in an empty date field will enter the current date; pressing the + key or the- key ina
date field with acurrent entry will move the day counter up or down by one day.

If you would like to enter the date using the Go To Date dialog box, and your Display
preferences are not set to display alist box at date fields, pressF2 or right-click.

Getting Started
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/=7 Hint:  To use dates beyond the year 2000 in the abbreviated form (00, 01, etc.) in
TeleMagic datefields, you can set the Century Rollover in System
Preferences. For example: If you do not expect to enter datesearlier than
1990 in your database, set the Century Rollover to 90. Entering 90 or more
will be read as 19xx, anything less than 90 will be read as 20xx. Y ou will
still be ableto enter earlier datesin four-digit format, or by selecting them
from the Go To Date dialog box. TeleMagic stores all datesin four-digit
format, regardless of how they are displayed or entered.

Number fieldsare useful if you want to keep track of real numbers. These fields can only
contain numbers and may be templated to contain decimals, signs (such as + or -), and
spaces. You will not be able to type lettersinto a numeric field.

Memo fieldsare text fields which alow you to enter any amount of information. Y ou can
enter letters, numbers, special characters, and spacesinto amemo field. A notepadisa
special kind of memo field.

Checkbox fieldsare used to represent Boolean (true/false) information. A checkbox can be
either marked or unmarked.

A phonefield istemplated to contain phone numbers and can be used with the Dialer
feature. (The exact template was determined when the field was initialy created.) Phone

fields are preceded by a phoneicon: which can be used to dial the number contained in
thefield.
A fax field istemplated to contain afax number and can be used with the Fax feature. Fax

fields are preceded by afax icon: & \yhich can be used to open the Send Fax dialog box
where you can send afax to the number in the field.

Pager fieldsare similar to phone or fax fields, except that they contain pager numbers. They
can be used to send pages to contacts from the Contact Manager. Pager fields are preceded

by a pager icon: = which can be used to open the Wireless M essaging dial og box with the
contact’ s information entered.

Unique Number fields are designed to contain an automatically generated unique number.
For example, you may have a page designed to create an invoice. A unique number field
may be used to generate the invoice numbers. These fields cannot be edited manually.

OLE (Generd)fields hold pictures, sounds, charts, graphs, animations, and other objects
created in other programs. Y ou can edit these objects only by using the programs originally
used to create them.

Getting Started
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E-mail Addressfieldscontain your contact’ s E-mail address and are used with TeleMagic
Internet Mail to simplify communications. E-mail fields are preceded by an E-mail icon:

=1 Click on the e-mail icon to start your default Windows e-mail application. If you make
TeleMagic Internet Mail your default e-mail application, clicking thisicon will open
TeleMagic Internet Mail. To make TeleMagic Internet Mail your default mail client, select
Options from the Tools menu in the Internet Mail program. On the General page, mark
Make TeleMagic Internet Mail my Default Mail Client.

Web Addressfields @ are used to contain the website addresses (URLs) of your contacts.
When you click on one of these fields, your Internet browser will be launched and the
website contacted.

FTP Addressfields = are similar to Web Address fiel ds, but hold your contact’s FTP
information.

Newsgroup fields ¥ contain addresses for newsgroups

Rollup Lists are special fields designed to list information relating to arecord. Y ou can have
rollups of activities linked to a contact (Activity History field), child (or grandchild) records
related to arecord (Contact Rollup), lists of documents linked to a contact, lists of e-mail
messages linked to the contact, associated files linked to a contact, or linked Sales
Forecasting information. Datain these fields arefilled in automatically and cannot be
edited.

Calculated and Default Value fields will fill in automatically based on the entry in other
fields. A calculated field cannot be edited. Default value fields will offer a suggested entry
(adefault) when the record isfirst added which can be changed if necessary

Activity fieldsare special fields designed to contain information about activities linked to the

current record. They generally look like this: [ 1] . The prompt usually
explains the contents of these fields. These fieldsfill in automatically based on information
from the Activity Manager; they cannot be edited manually.

Start and Last Revision fieldsare used to track when a record was created and when it was
last changed. They also track who added and who last edited the record. These fields are not
always shown on a contact view, but they can be seen in a browse window. They cannot be
edited.

The RCL field is used to create a contact based recall (as opposed to an activity based
recall). Rather than scheduling an activity in the Activity Manger for arecall, the RCL field
allowsyou to store the next recall date and time directly in the Contact Manager.

The LCL field contains information about the last call placed to a contact using the Dialer
feature. It isfilled in with the date, time, User 1D, and either a+ sign (if the call was
outbound) or a- sign (if the call wasinbound) when acall isterminated.

Getting Started
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Validated fields are fields that have been set up to only accept certain information. If you try
to make anon-valid entry in avalidated field, you will receive a message and be given the
opportunity to fix the data. Y ou will not be permitted to enter data that does not meet the
validation criteria.

Entering and Editing Text

Getting Started

Most of the data entered into arecord will be a phanumeric text typed into character,

number, and phone fields. Y ou type text into these fields just as you would into any other
Windows text field. The basic keys you use with most word processors (such asCAPS LOCK,
BACKSPACE, SPACEBAR, INSERT , DELETE, HOME, END, LEFT ARROW and RIGHT ARROW keys)
function within these text fields much as they do on aword processor page.

Text fonts and colors are defined for each datafield using the Screen Designer. These colors
and fontswill apply to all records. Y ou cannot change them for individual records.

To Enter Text:

1. Clickinafield. If thefield is empty and deselected, the cursor will snap to the
beginning of thefield. (If thereisdatain thefield already, the cursor will remain
exactly where you clicked.)

2. Typeyour data.

Note: If you make an error, use the BACKSPACE or DELETE keysto remove the text.
If you are at the beginning of afield and you backspace, the cursor will move to the
previousfield. If you continue to backspace, text in that field will be deleted.

If the actual length of thefield is greater than the number of characters displayed on
the screen, the field will scroll to the left asthe display areafills:

Company: [Barrens Books & Subscriptior]

Text Field, With Scrollable Text

Company: | Books & Subscription Sves |

Text Field, With Scrolled Text

In memo fields, text will wrap to fit the display area width. When the display areais
full, thefield will scroll downward:
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Investors:

Seko Group, start-up|*)
enture capital, 1977

Seko has beenin hd

Memo Field, With Wrapped Text;
Use Scroll Buttons to Reveal More Data:

3. When complete, press TAB to move the cursor to the next field. (PressCTRL +TAB if
you aretypingin aMemo field.)

Note: If you are entering text into afield that isincluded in an index used in
duplicate record checking, TeleMagic will check to make sure that the same data that
you entered in the field does not exist in thisfield in any other record. If it does, you
will receive awarning.

4. Continue steps 1 through 3 until you have entered all datainto the record.

5. Tosavethedata, scroll to anew record or choose Save.

To Move between Fields:
¥ Click anywherein the new field.

If thefield is empty, the cursor will snap to the beginning of thefield. (If thereisdata
in the field already, the cursor will remain exactly where you clicked.)

¥ PressTAB. (Use CTRL+TAB for memo fields.)
The cursor will jump to the beginning of the next field in edit order.
¥ Press SHIFT+TAB. (Use CTRL+SHIFT+TAB for memo fields.)

The cursor will jump to the beginning of the previousfield in edit order.

Saving Changes Made to a Record
To Save Changes Made to a Record:

¥ To save current edits, click the Save button ﬂl on the Contact Manager Toolbar.

The Save button will turn back to Edit !l taking you out of edit mode.

Therecord is now unlocked and you are free to move on to other records.
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Goto

The Contact Manager Goto feature allows you to quickly navigate through TeleMagic.
Using Goto, you can:

?7?
??

??

33 I3 3 I3

Find arecord based on information stored in any field;
Change your filter and index;

Goto any level, view, or page of the current database;
Change databases;

Access your Notebook records;

Access amarked record;

Go to thelast record added;

Access abrowse list of your pending activities;

Access abrowse list of your contacts.

Using Goto to Navigate the Contact Manager

Rather than having to change levels, select aview, set afilter and index, then step through
each page of the level to find the desired page, you can use Goto to go directly to a specified
location in your database. The Goto feature allows you to go immediately to any page, view,
and level of your database with a specified filter and index already set.

To Navigate through the Contact Manager Using Goto:

1. From the Contact Manager Control Bar, click on the Gato button. i_il

or From the Contact Manager menu, select Goto.

The Goto dialog box will open:
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Find: | | Database |

Level | 1 - Campany j| tMaotepad anly |

Index: | Country j| Marked record |

Fiter: [ Mane - &ll iecords avalable =] | Pending &Cti\"itiesl

Yigar |Eompan_l,J Data ;|| Contact browse |

Page: | Cornpany Data L|| Last record addedl
Ok I Cancel | Help |

Goto Dialog Box

Theoptionsin thisdialog box will default to the current settings in the Contact
Manager.

Note: The Goto dialog box offers two separate sets of options: buttons on the right
take you to specific placesin the program; and text fields on the left let you search
for more specific information (Find: is used to |ocate specific contact records). The
buttons located on the right side of this dialog box do not in any way relate to data
selected in the text boxes. Clicking OK in the Goto dialog box accepts the settings
you specified in the text boxes only.

To goto adifferent level, select it from the Level: drop down list.
To set an index, select it from the Index: drop down list.
To set afilter, select it from the Filter: drop down list.

To change the view you are using, select it from the View: drop down list.

S R e S

To go to aspecific page, select it from the Page: drop down list. Thislist will
contain all pagesin the specified level and view.

7.  When satisfied with your selections, click OK.
The Contact Manager will open to the specified location.

Searching for Specific Records

The quickest way to locate a specific record in TeleMagic isto search for and access that
record viathe Goto feature. Once you have a piece of information about the record, you can
godirectly toit. For example, if you want to go to arecord for a specific company or

contact you can use Goto and avoid scrolling through records until you find the right one.

Y ou will sometimes need to locate a specific contact record based on very little information.
Y ou might, for example, know the contact’ sfirst name, or know that the company you are
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looking for islocated in a certain city. While you could create afilter to find such records,
using the Goto feature will help you locate them much more quickly.

Goto gives you two different ways of locating arecord that contains specific information:

1. A field search based on an index (or multiple indexes) that looks for records
that contain specific information in any field for which thereis already an
index.

2. A field search that looks for recordscontaining specific information in any
field, whether or not there is already an index for that field.

Note Starting a Goto search is not the same as selecting afilter. A quick search does not
find every record matching the description you give; only the next record in the index
matching your description. If you need to find all records matching a certain description,
you should use thefilter feature.

To Find a Specific Record, Based on Data in an Indexed Field:

1. From the Contact Manager Toolbar, click on the Goto button. i_il

The Goto dialog box will open.

The Find: field will default to the data that was last entered in the field (if
applicable).

2. Typethedatayou wish tolocatein the Find: text box.
Example The first name of the contact you are trying to locate is Nels. Type Nels.
Choose the level you wish to search from the Level: drop down list.

Select the index you would like to use in the search from the Index: list. Make sure
the index you choose uses the field that contains the data for which you are searching.

Example: Y ou know the contact’ s first name. Choose Contact Name: astheindex.
Note: If anindex uses multiple fields, only the first one will be used for the search.

or If youwould like to search through all indexes that have been set up for use with the
multiple index search feature, select Multiple Index Search from thelist of indexes.
With this option selected, TeleMagic will search for the information in the index field
for every index for which the Multiple Index Search checkbox was marked when it
was created.

Note: If you select Multiple Index Search from thelist, it will be offered asa
default the next time you access the Goto dialog box.

5. If youwould simply like to locate the record, skip to step 9.
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6. If youwould liketo set aparticular filter, select that filter from the Filter: list. Be
awarethat if you select afilter that does not contain the record, Goto will not be able
tolocateit.

7. 1f youwould liketo view the record in aparticular view, select it from the View: list.
8. If youwould like to open the record to a particular page, select it from the Page: list.
9. When you have defined your search, click OK.

The Contact Manager will display the first record that matches your search:

T,"-' Contact - Nels Petersen at Cascador College Library E

contact Mels Petersen .
Tifle: [CED Phare Mumbers:
dear  |Mels COifice: 207-555-6667
Wb ail: 207-555-56E5
altcon [No | cellular 207-hAB-3655
Motes: St
Home:
08-17-2099 3:.28p — TST - Out, 0.&5, —

Status: Completed — Introduction
Explained our educational institution
discounts. Record Hiztary

Start: |06/18/96 10:35:.29 TST
- Last Revision: | -06/18/1336 11:00:55 T4

(elaly e = N C sz adon College Libram 13t Contact; Mat faund Account:
dept [ 1 FEGE B | Call ot found Fiep:
custid DEMIB0RTA0054 Mext Call: Call nat found Status: BRI

Goto Search Results: Nels Peterson’s Record

or If no record matches the search, a browse window will display your records. Or, if
you are using a multiple search index, you will be returned to the Goto dialog box.

Note: If you have afilter set, you will not go directly to browse. Instead, a message
will appear asking if you would like to access browse. If you have alarge number of
recordsin the database, it can take a significant amount of time to access abrowse
window with afilter set. If you choose Yes at this message, you will be taken to
browse. If you choose No at this message, you will be returned to the record from
which you accessed Goto.

The browse window will display the closest match to your search criterion.
10. Select arecord from the browse window and pressENTER.

The record will open to the specified view and page. The index used in the search
will be active, aswell asany filter you set.
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To Find a Specific Record, Based on Data in a Non-indexed Field:

1. From the Contact Manager Toolbar, click on the Goto button. i_il
or From the Contact Manager menu, select Goto.
The Goto dialog box will open.
Choose the level to search from the Level: drop down list in the Goto dialog box.
3. FromtheFilter: list, select Field Search.
The Field Search dialog box will open.
4. Fromthe Select Field list, choose the field to be searched.
Example Product Category:
5. From the Select Operation list, choose the appropriate operator.
Example Equa To
6. IntheValue to Search For text box, enter the datafor which you are searching.
Example Computer
7. Click OK to exit the Field Search dialog box.
The Contact Manager will display the first record that matches your search.

Closing the Contact Manager

Getting Started

Y ou may want to close the Contact Manager without closing TeleMagic. Thiswill free
system resources for other tasks without requiring you to log on to TeleMagic when you
need to return to the Contact Manager.

To Close the Contact Manager :

= From the Contact Manager menu, select Close Contact Manager.
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Opening the Activity Manager

Getting Started

TeleMagic includes afully featured Activity Manager, which isintegrated with your
Contact Manager for easy contact-related scheduling. The Activity Manager view can
consist of one, two, three, or four sections. Each of these sections can contain a different
time frame, or feature. For example, you could have your view split into four sections: one
contains a Day view showing today. Another could display a Detail view detailing any
particular activity for the day. A third could show To-Dos, with the final one showing the

current week.

To Start the Activity Manager:

1. OntheUser Toolbar, click the View your schedul e button %l

or From the Activity menu, select View Activities.

The Activity Manager will open to today’ s date.

Lt Activity Manager - Views for Jennifer Cram

Thursday. August 13 2099

Thursday. Augqust 13 2099

-

12:00a

-

1:00a

2:00a

300a

4:00a

5:00a

E:00a

F:00a

8:00a

3:00a

10:00a

11:00a

1200p

1:00p

200p

00p

4:00p

5:00p

E:00p

F:00p

|

Blank Activity Manager with To-Do and Day Views
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The Activity Manager Toolswill open:

Activity Manager Tools

ﬂggglﬂ ﬂ@‘él@@@lhnﬁﬁhnmpmn jﬂﬂ

Activity Manager Tools (undocked)

Note: Y ou may toggle the Activity Manager Toolbar on and off by selecting the
Toolbar option from the Activity menu.

To Reconfigurethe Activity Manager View:

1. OpentheActivity Manager.

2. From the Activity menu, select Layout.
The Layout dialog box will open.

Lt Layout E

Calendar Layout
88/ 5/o0 08/ 0]
fe=l =i

Active Window

=1 =] i [EE i

Cancel |

Layout Tools

3. Click on the button corresponding to your chosen Activity Manager View layout:
8 gl ol 08 il = g5 O

Quarter  Horizontal Vertica Left Right Top Bottom  Full
Split Split 3-way 3way 3way 3way

The Activity Manager screen will be configured according to your choice.

Example If you selected the horizontal split, your calendar view will be divided into
two sections, one above the other.

4. Click on one of the sections.
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The border of the selected section will be highlighted.
5. Assignaview to the selected section by clicking the desired button:

g =] mi L] s

To-Do Day View Week View Month View Detail

or Right-click on the section that you want to change and select Current View. Select
the desired view from the secondary menu.

6. Repeat steps4 and 5 for any remaining sections.

The layout you choose will be retained for future use. The next time you open the Activity
Manager, the layout you last used will be displayed.

Activity Scheduling

Events scheduled in the Activity Manager fall into two categories: Activitiesand To-Dos.
Activities are generally specific appointments on a set date and time. For example, you may
need to schedule a meeting with aclient at 3:00 p.m. on Tuesday. Activities can also take
place over several days. When an activity occurs over several days, it is called an Extended
Activity. To-Dos are generally events with no set date or time. For example, you may need
to prepare the proposed budget for an upcoming project. It does not matter when you do it,
aslong asit is completed by Thursday. Y ou can set To-Dosto only be displayed on the day
that they are due.

Adding To-Dos
Basic Options

ToAdd aTo-Do:

1. Double-click on any blank linein your To-Do View.

or  Click anywhere on the To-Do View, then click the Add an activity button El

Note: To-Dosarelisted first according to priority, if assigned, and then in sequence
according to due date within their respective priority groups. Therefore, it does not
matter where on the To-Do View you click.

The To-Do dialog box will appear. The To-Do page is open by default:
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L To-Do

ToDo | Link: | Comments | Assignment |

Description: I

r Gemeral | Complete

Due Date:|02£05£2DD1 i) Date:l 4/ =

Direction: (* In ¢ Qut

Type: I
Status: I
Pricrity: I 'I

[ Show only when due

aK Cancel [0 T [Eartact Help

Sample To-Do Dialog Box

Type adescription of the To-Do in the Description: field. The description you enter
will appear on your daily schedule. The description may be up to 50 characterslong.

Type the due date in the Date: field, or click the Date Picker icon f| and choose a
date from the Go to Date dialog box.

The Direction: radio buttons can have any meaning you assign to them. Use them to
further categorize your To-Do.

Examples: Choose In if the To-Do is an in-house meeting; Out if it isameeting
with acontact; or choose In if the To-Do isa personal item; Out if the To-Do is
company business.

Inthe Type: field, enter the category of the item you are adding.

Open thelist box by right-clicking on the field, or pressing F2, and select atype from
thelist.

Y ou can leave the Status: field blank, or type in a user-defined status for the item.
(Once you mark the item as completed, the word Completed will appear in this
field, overwriting any entry you have made.)

In the Priority: field, click the Priority list arrow =to open the drop-down list and
click on your selection. (To-Doswill be organized on the list with Priority 1 To-Dos
at the top of the list, followed by Priority 2, then Priority 3.)

If you would like the To-Do to appear on your calendar only on the due date and
beyond, mark the Show only when due checkbox. (Thisisuseful for To-Do items
that cannot be completed before the due date.)
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or If youwould liketo be alerted of the To-Do beforeit is actually due, unmark this
checkbox. The To-Do will appear every day on your calendar.

9. Click OK to savethe To-Do.
or  Proceed to the remaining pages to set additional options.

If you did not assign the To-Do item to another user, it will appear on your daily
planner with the priority (if assigned) indicated to the left. The To-Do will appear in
ablack font until the day before it is due, when the font will be blue. Ontheday itis
due, and every day thereafter until the To-Do is completed, the font will be red. Also,
after the due date of the To-Do, abox will appear to theright of the To-Do with the
number of days overdue indicated.

Linking To-Dos to Records

If the To-Do isrelated to a contact, such as reviewing a contract for a client, you can link
the To-Do to the contact’ s record in the Contact Manager. Y ou can link any To-Do to any
record in any database that you can access. There are five procedures for |ocating records
for linking:

Linking to the Current Record.
?? Linking to Recordsin the Current Level using Search.
Linking to Recordsin the Current Level using Browse.

Linking to Recordsin Different Levels or Different Databases using Search.

33 3

Linking to Recordsin Different Levels or Different Databases using Browse.

ToLink aTo-Doto the Current Record:
1. Openthe To-Do dialog box for an existing To-Do, or create a new To-Do.
2. Fromthe To-Do dialog box, click onthe Link tab.
The Link page will open.
3.  Select the Current Contact radio button.
The contact information will be entered in the Contact Info field.
4. Click OK to save the To-Do.
or  Proceed to other pages of the To-Do dialog box to use additional options.

ToLink aTo-Doto aRecord on the Current Level using Sear ch:
1. Openthe To-Do dialog box for an existing To-Do, or create anew To-Do.
2. Fromthe To-Do dialog box, click onthe Link tab.

Getting Started



Activity Scheduling 47

6.

or

The Link page will open.
Select the Other Contact... radio button.
The Search field will become available.

Enter the search criterion, or the first few characters of the search criterion, of the
record to which you want to link the To-Do.

Click Sear ch.

The To-Do will be linked to the first record matching the search criterion you
entered in the Search field. If no match isfound, you will be given the option of
browsing for arecord to link the To-Do to.

Note: The basic Search will search recordsin the current level of the current
database. Y ou must have an index established which includes the field containing the
search criterion selected, and that index must be set up for Multiple Index Search to
use thisfunction. If you have more than oneindex set up for multiple index search,

al will be searched until amatch isfound. If you do not have an index set up for
multipleindex search, you will be given the option of browsing for the record you
want the To-Do linked to.

Click OK to save the To-Do.
Proceed to the remaining pages to set additional options.

ToLink aTo-Doto aRecord on the Current Level using Browse:

1
2

Open the To-Do dialog box for an existing To-Do, or create anew To-Do.
From the To-Do dialog box, click onthe Link tab.

The Link page will open.

Select the Other Contact radio button.

The search controls will become available.

Click Browse Contacts.

The Select a Contact dialog box will open. Thisisastandard browse window listing
all records on the current level of the current database.

/=7 Hint: Thislist will bein natural order (the order in which the records were added). To

5.
6.

view asorted list, use the Browse function available from the Advanced
Contact Search dialog box. (Click Advanced Search, select anindex, and click
Browse)

Scroll through the list of records until you find the desired record.
Highlight any field of the record and click Select.
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Getting Started

7.

or

The To-Do will be linked to the selected record and the Select a Contact dial og box
will close.

Click OK to save the To-Do.
Proceed to the remaining pages to set additional options.

ToLink aTo-Doto aRecord on a Different Level or Database using

Sear ch:
1. Openthe To-Do dialog box for an existing To-Do, or create anew To-Do.
2. Fromthe To-Do dialog box, click onthe Link tab.
The Link page will open.
3. Click Advanced Search.
The Advanced Contact Search dialog box will open:
i Advanced Contact Search
Search for. | _ Seach |
Database: | Documentation Database =
Levet | Contact =l
Index | Office Phone =]
Uk | cancel | Browse |
The Advanced Contact Search Dialog Box
4. Enter the search criterion in the Search for: field.
The Sear ch button will become available.
5. Select the database containing the record you are searching for from the Database:
drop-down list.
6. Select thelevel containing the record you are searching for from the Level: drop-
down list.
7. Select anindex that includes afield containing your search criterion in its expression
from the Index: drop-down list.
8. Click Search when you are ready to commence searching for the record.

The To-Do will belinked to thefirst record meeting your search criteria. The
Advanced Contact Search dialog box will be closed and the linked contact
information will appear in the Contact Info section of the Link page.
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9.

or

Click OK to save the To-Do.
Proceed to the remaining pages to set additional options.

ToLink aTo-Doto aRecord on a Different Level or Database using

Browse:

1. Openthe To-Do dialog box for an existing To-Do, or create anew To-Do.

2. Fromthe To-Do dialog box, click onthe Link tab.
The Link page will open.

3. Click Advanced Search.
The Advanced Contact Search dialog box will open.

4. Select the database containing the desired record from the Database: drop-down
list.

5. Select thelevel containing the desired record from the Level: drop-down list.
Choose an index from the Index: drop-down list.

7. Click Browse
The Select a Contact dialog box will open. Thisis astandard browse window listing
all of therecordsinthe level (selected in step 5) of the database (selected in step 4)
in the order determined by the index (selected in step 6).

8. Scroll through thelistuntil you find the desired record.
Highlight any field of the record and click Select.
The To-Do will be linked to the selected record and you will be returned to the
Activity dialog box.

10. Click OK to save the To-Do.

or  Proceed to the remaining pages to set additional options.

Adding Comments to To-Dos

To add a comment toa To-Do:

1
2

Open the To-Do dialog box for an existing To-Do, or create anew To-Do.
Click on the Comment tab.
The Comment page will open

(Optional) Click on the Stamp button to enter the current date and time, and your
user ID.
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Note: The Paste Contact Info button also inserts the date, time, and user ID. Only
one or the other of these buttons should be used.

(Optional) If the To-Do islinked to a contact, click on the Paste Contact Info button
to insert the current date and time, your user 1D, and the linked contact’ s name,
address, telephone and fax numbers, and the contents of the Notepad.

If present, edit the stamped or pasted information using standard text processing tools
and controls.

Enter the desired message in the field provided. Edit as required using standard text
processing tools and features.

Click OK to save the To-Do.
Proceed to the remaining pages to set additional options.

Assigning To-Dos to Other Users

Y ou can assigh To-Dos to other usersin either of 2 ways: you can open the other users
calendar and schedule the To-Do as you would on your own calendar, or you can assign the
To-Do while viewing your own calendar.

Getting Started

Toassign a To-Do to another user:

1
2

Open the To-Do dialog box for an existing To-Do, or create anew To-Do.
From the To-Do dialog box, click on the Assignment tab.

The Assignment page will open.

Select the Assign to multiple users or groups radio button.

Click on the plus sign next to the All Users checkbox to open the tree view. Select
the user(s) to whom you would like to assign the To-Do by marking their checkbox.

Y ou can assign the To-Do to al users by marking the All Users checkbox. When
you assign a To-Do to al usersin thisway, it will be agroup To-Do and only the
originator of the To-Do will be allowed to edit it. Those to whom the To-Do was
assigned will be ableto view the To-Do, as they would a Group Activity.

If you (or the user to whom you are assigning the To-Do) are set up to receive
Wireless Messages, the Page Users checkbox (on the To-Do page) will become
available. If you are assigning the To-Do to another user, the Notify Users checkbox
will become available.

To send awireless message to yourself or the user to whom the activity was
assigned, or to send a pop-up message to the user to whom the activity was assigned,
click on the To-Do tab.

The To-Do page will open.
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10.

To proceed without sending notification, skip to step 7.

To send yourself or the user to whom the To-Do is assigned a Wireless M essage,
mark the Page Users checkbox.

Mark Notify Users for the user to whom the To-Do is being assigned to receive a
pop-up notification message concerning the To-Do.

Click on the Comments tab.
The Comments page will open.

Type any desired notes in the Comments box. Click Stamp to precede the entry
with adate, time, and User 1D stamp. (The comment will appear in the Detail view
when the To-Do is selected.)

=7 Hint: If you have linked the To-Do to a contact, click Paste Contact Infoto
place the linked contact’s name, address, main phone, and fax number in
the Comments field. If you have linked the contact to arecord in
another database, you will receive a message informing you of this fact
and asking if you would like to continue. If you select Yes, the database
will be opened, the information will be stamped, then you will be
returned to your original database.

When you have finished, click OK.
If you have selected Page Users, the Wireless Messaging dial og box will open.

To assign another user a To-Do to another user on their calendar:

1
2

Make sure the Activity Manager is open.

Select the Change Activity User option from the Activity menu. A list of users who
have granted you access to their calendar will appear.

Choose a user to assign the activity to.
Click Select.

Assign them a To-Do the same way you would on your own calendar.

Tomark aTo-Do ascomplete:

Y ou can mark To-Dos as complete either by marking their checkbox on the Calendar,
or by opening the To-Do dialog box. If you are completing the To-Do for some date
other than the current date, you will need to use the latter method.

Open the To-Do view in the Activity Manager.
Mark the checkbox next to it on the To-Do view of the Activity Manager.

The To-Do will be marked Complete with today’ s date.
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4,

Double-click on the To-Do.
The To-Do dialog box will open.

Mark the Complete checkbox and set the date to the actual date the To-Do was
completed.

Click OK.

Scheduling Activities, Phone Calls,
Appointments, and Meetings

Basic Options

To Schedule an Activity (e.g., a Phone Call or Meeting):

1

Getting Started

In Day or Week view, highlight the appropriate time and click the Add an activity
button gl

Double-click in your daily schedule on your appointment start time. (If thereis
aready an activity scheduled at the time you double-click, you will be taken to edit
mode for that activity.)

The Activity dialog box will appear, the Activity page open by default:

Lt Activity E
Activity | Link | Comments | Azsighment | Fesources | Anailability | Fiecuring |

Diescription: I
— General Complete

DueDate:|U1a’DSH2DU1 || Tvee I Date:l I 2|
Diwe Time: | 10:35a Status:l Time:l .

Pricrity: I 'I
Diuratiorn: I 303: IMins 'I

Direction: % [n " Out A Alam

I~ Hide this activity Lead Time | 1=
Ok I Cancel | (5o @ Eartact Help

Activity Dialog Box




Activity Scheduling 53

10.

Type adescription of the activity in the Description: field. This description will
appear on your daily schedule.

Typethe due date, as required, in the Due Date: field of the General section. (Type
only the numbers: TeleMagic will add the formatting charactersfor you.)

Click the Date Picker icon [ to choose a date from the Go To Date dialog box.
Type the due time, as required, in the Due Time: field.

If your Display preferences are set to the 12-hour clock, enter the timein the format
h:mm followed by a if before 12:00 noon, or p if after 12:00 noon.

Example: 3:00p.

If your Display preferences are set to the 24-hour clock, enter the time in the format
hh:mm.

Example 15:00.

Note: If your Display preferences are set to the 12-hour clock, and you type an hour
from O to 12 without indicating am. or p.m., TeleMagic will assume that you mean
the current 12 hours (i.e,, if it isnow p.m., TeleMagic will make your time p.m.).
However, if you type an hour from 13 to 23, TeleMagic will convert the hour to the
corresponding 12-hour clock time, followed by “p” (for p.m.).

Click the Time Picker icon:} to select the time from the Go to Time dialog box.

Type the estimated duration (that is, how long this scheduled activity will last) in
minutes in the Duration: field or click the spinner arrows E and TeleMagic will

enter the duration for you.

Select the duration interval from the Duration: drop-down list. Y ou can choose
minutes, hours, or days.

Use the Direction: radio buttonsto further categorize your activity.

Examples: Choose In if the activity isan in-house meeting; Out if it is ameeting
with a contact; or choose In if the activity isapersonal item; Qut if the Activity is
company business.

Mark the Hide this activity checkbox to prevent the activity from being displayed on
the calendar views. The activity will bevisiblein the Activity Browse view.

Typethe activity type (such as meeting, appointment, phone call) in the Type: field.

Open thelist box by right-clicking in the field (or pressing F2) and select atype from
thelist.

Y ou can leave the Status: field blank, or type in astatus for theitem. (If you mark
the item as compl eted, the word Completed will appear in this field, overwriting
any existing entry.)

Getting Started
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11

13.

14.

Click the Priority: list arrow =l and choose apriority for the activity. (Setting a
priority for an activity isfor your reference only and will not affect how the activity
appears on your schedule. When creating Activity Reports, specific activities can be
included based on priority.)

Mark Alarm to turn on a pop-up alarm to remind you of your scheduled activity.
Leave Alarm unmarked if you do not wish to be alerted when the activity is due.

If you have set an alarm, type any desired lead time in minutes (that is, the amount of
warning time prior to the scheduled activity) for your alarm in the Lead Time: field.

Click the spinner arrows E and TeleMagic will enter the lead time for you.

Click OK to save the activity.
Proceed to the remaining pages to set additional options.

Linking Activities to Contacts

If the Activity isrelated to a contact, such as phoning or meeting with them, you can link
the Activity to the contact’ s record in the Contact Manager. Y ou can link any Activity to
any record in any database, provided you have the appropriate security. There are five
procedures for locating records for linking:

Getting Started

Note: If an activity islinked to a contact, you may click the Go To Contact button at any
time to open the contact record in the Contact Manager.

?? Linking to the Current Record.

33 33

Linking to Recordsin the Current Level using Search.
Linking to Recordsin the Current Level using Browse.
Linking to Recordsin Different Levels or Different Databases using Search.

Linking to Recordsin Different Levels or Different Databases using Browse.

ToLink an Activity to the Current Record:

1
2.

Open the Activity dialog box for an existing Activity, or create anew Activity.
From the Activity dialog box, click onthe Link tab.

The Link page will open.

Select the Current Contact radio button.

The contact information will be entered in the Contact Info field.

Click OK to save the Activity.
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or  Proceed to other pages of the Activity dialog box to use additional options.

ToLink an Activity to a Record on the Current Level using Search:
1. OpentheActivity dialog box for an existing Activity, or create anew Activity.
2. Fromthe Activity dialog box, click onthe Link tab.

The Link page will open.
3. Select the Other Contact... radio button.

The Search field will become available.

4. Enter the search criterion, or the first few characters of the search criterion, of the
record to which you want to link the Activity.

5. Click Search.

The Activity will be linked to the first record matching the search criterion you
entered in the Search field. If no match isfound, you will be given the option of
browsing for arecord to link the Activity to.

Note: The basic Search will search recordsin the current level of the current
database. Y ou must have an index established which includes the field containing the
search criterion selected, and that index must be set up for Multiple Index Search to
use this function. If you have more than oneindex set up for multiple index search,

al will be searched until amatch isfound. If you do not have an index set up for
multipleindex search, you will be given the option of browsing for the record you
want the Activity linked to.

6. Click OK to savetheActivity.
or  Proceed to the remaining pages to set additional options.

ToLink an Activity to a Record on the Current Level usng Browse:
1. Openthe Activity dialog box for an existing Activity, or create anew Activity.
2. FromtheActivity dialog box, click onthe Link tab.

The Link page will open.
3. Select the Other Contact radio button.

The search controls will become available.
4. Click Browse Contacts.

The Select a Contact dialog box will open. Thisis a standard browse window listing
all records on the current level of the current database.

Getting Started
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Getting Started

7.

or

7 Hint: Thislist will bein natural order (the order in which the records were
added). To view asorted list, use the Browse function available from the
Advanced Contact Search dialog box. (Click Advanced Search, select an
index, and click Browse)

Scroll through the list of records until you find the desired record.
Highlight any field of the record and click Select.

The Activity will be linked to the selected record and the Select a Contact dial og box
will close.

Click OK to save the Activity.
Proceed to the remaining pages to set additional options.

ToLink an Activity to a Record on a Different Level or Database

using Sear ch:
1. OpentheAdctivity dialog box for an existing Activity, or create anew Activity.
2. Fromthe Activity dialog box, click ontheLink tab.
The Link page will open.
3. Click Advanced Search.
The Advanced Contact Search dialog box will open:
i Advanced Contact Search
Search for. | _Search |
Database: | Documentation Database =
Levek | Contact =l
Indes: | Difice Phone =]
Lk | Cancel | Browse |
The Advanced Contact Search Dialog Box
4. Enter the search criterion in the Search for: field.
The Sear ch button will become available.
5. Select the database containing the record you are searching for from the Database:
drop-down list.
6. Select thelevel containing the record you are searching for from the Level: drop-

down list.
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9.

or

Select an index from the Index: drop-down list. Thefirst field in the expression must
be the field containing your search criterion.

Click Sear ch when you are ready to commence searching for the record.

The Activity will belinked to thefirst record meeting your search criteria. The
Advanced Contact Search dialog box will be closed and the linked contact
information will appear in the Contact Info section of the Link page.

Click OK to save the Activity.
Proceed to the remaining pages to set additional options.

ToLink an Activity to a Record on a Different Level or Database
using Browse:

1
2.

Open the Activity dialog box for an existing Activity, or create a new Activity.
From the Activity dialog box, click on the Link tab.

The Link page will open.

Click Advanced Sear ch.

The Advanced Contact Search dialog box will open.

Select the database containing the desired record from the Database: drop-down
list.

Select the level containing the desired record from the Level: drop-down list.
Click Browse

The Select a Contact dialog box will open. Thisisastandard browse window listing
al of therecordsin the level (selected in step 5) of the database (selected in step 4).

Scroll through the list until you find the desired record.
Highlight any field of the record and click Select.

The Activity will belinked to the selected record and the Select a Contact dial og box
will close.

Click OK to savethe Activity.
Proceed to the remaining pages to set additional options.

Getting Started
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Adding Comments to Activities

To Add a Comment to an Activity:

1
2.

Open the Activity dialog box for an existing Activity, or create a new Activity.
Click on the Comment tab.
The Comment page will open

(optional) Click on the Stamp button to enter the current date and time, and your
user ID.

Note: The Paste Contact Info button also inserts the date, time, and user ID. Only
one or the other of these buttons should be used.

(optional) If the Activity islinked to a contact, click on the Paste Contact Info
button to insert the current date and time, your user 1D, and the linked contact’s
name, address, and telephone number.

If present, edit the stamped or pasted information using standard text processing tools
and controls.

Enter the desired message in the field provided. Edit as required using standard text
processing tools and features.

Click OK to savethe Activity.
Proceed to the remaining pages to set additional options.

Assigning Activities to Other Users

Y ou can assign activitiesto other usersin either of 2 ways: you can open the other users
calendar and schedule the activity as you would on your own calendar, or you can assign the
activity while viewing your own calendar using the following procedure. For information on
how to view other user’s calendars, see the online help or the section on Assigning To-Dos
to Other Users.

Getting Started

Toassign an activity to another user:

1
2.

Open the Activity dialog box for an existing Activity, or create anew Activity.
Click on the Assignment tab.
The Assignment page will open

To assign this activity to asingle other user, mark the Assign to a single user radio
button and choose that user’s name from the drop-down list. (Users who have not
assigned you scheduling rights to their calendars will not appear on thislist.)



Activity Scheduling 59

To assign an activity to agroup or several individuals, mark the Assign to multiple
users or groups radio button and mark the checkbox associated with the group(s) or
user(s) to be assigned the activity. If auser group is selected, all members of the
group will be selected by default. If any user isunmarked in one group, he or she will
be unmarked anywhere else on the list where they are marked.

Note: To access individual users, click on the plus sign # associated with the group
holding the users. The users belonging to the group selected will be displayedin a
tree view below the group. The plus sign will change to aminus sign. Clicking on the
minus sign will closethetreeview.

If any of the selected users have pager information, the Page Users checkbox will
become available.

To page the user(s) being assigned the task, mark Page Users.

To send a pop-up notification to the user(s) being assigned the task, mark Notify
Users.

Click OK to savethe Activity.
Proceed to the remaining pages to set additional options.

Note: Activities assigned to groups of users can only be changed by the user who
originally created them. Other userswill only be able to view the activity, add
comments, or complete the activity.

Assigning Resources to an Activity

To assign resour cesto an activity:

1
2.

Open an existing activity for editing, or create anew activity.

Click on the Resour ces tab.

The Resources page will open.

Mark the checkboxes associated with each resource to be allocated to the activity.
Note: Click onthe plus sign B to expand the tree and view all of the resources.
Click OK to save the Activity.

Proceed to the remaining pages to set additional options.

Getting Started
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Checking User and Resource Availability

To determine availability of usersand resour ces:

1
2.

Open an existing activity for editing, or create anew activity.
Click on the Availability tab.
The Availability page will open.

In the Between Dates fields, enter the starting and ending dates you want to check
for availability. Y ou can either enter the dates directly, or click on the Date Picker
iconsto open the Go To Date dialog box. (Enter the starting date in the upper field.)

In the Between Times fields, enter the time frame you want to check for available
time slots. Y ou can either enter the times directly, or click on the Time Picker icons
to open the Go To Time dialog box. (Enter the starting time in the upper field.)

Note: Only the timesyou select in this step will be checked for availability. For
example, if you wanted to find all available time slots between 1pm and 4pm of the
1% through the 5™ of the month, the only time slots listed will be those falling
between 1pmand 4pm on those days.

Select the combination of users and resources you need to check for availability from
the drop-down list.

Mark the View Only Available Slots checkbox to limit the list to open time slots.
Click Sear ch.

Thetime slots selected in steps 3 and 4 will be displayed in the display portion of the
page. If you did not mark the View Only Available Time Slots checkbox, time slots
for users and resources that have already been scheduled will be indicated in red.
When resources have been reserved, the user ID of the person who reserved the
resource will beindicated.

Recurring Activities

If you have an activity that will recur at aregular interval for sometime, you can create a
recurring activity rather than alarge number of individual activities. Y ou have the option of
skipping weekends and holidays, or rescheduling the activity to anearby day. The
description of the final activity in the seriesindicates that the seriesis ending.

Getting Started

Toassign recurring activities:

1

If you would like this activity to occur at regular intervals (for example, a monthly
meeting), click the Recurring tab.

The Recurring page will open.
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2. FromtheFrequency list, select the desired interval to repeat the activity. The
available choices will depend, in part, on when thefirst instance of the activity is
scheduled. For example, if thefirst instance of the activity falls on the fourth
Wednesday of the month, your choices would include Every Wednesday, Every
other Wednesday, The Fourth Wednesday of Every Month, among others.

3. When you have chosen a frequency, other than Does Not Recur, the Duration drop-
down list will become available. From thislist, select the period over which the
activity will occur. The available choiceswill depend on the Frequency selected in
step 2.

4. If you chose User Defined in step 3, the Duration date field will become available.
Enter the date after which the activity should no longer be scheduled Y ou can either
enter the date directly, or click on the Date Picker icon to open the Go To Date
dialog box and select the final date of the activity from the calendar.

5. Inthe upper portion of the Conflict Resolution group, select how you would like
conflicts to be resolved when they arise:

?? Schedule regardless of conflict
?? Skip thisactivity when conflicting
?? Schedule before conflicting activity.
?? Schedule after conflicting activity.
6. Inthelower portion of the Conflict Resolution group, select how you would like the
recurring activity to be scheduled when it fallson aweekend or holiday.

Note: Conflict resolution may not be relevant to activities which are scheduled daily.

?? Schedule on weekends and holidays
?? Skip weekends and holidays
?? Moveactivity to nearest workday
7. Choose OK to save the activity, or open another page to further refine the activity.

Viewing Activities & To-Dos

The Activity Manager provides 5 different views of your calendar. Y ou can display up to
four different views at atimein any of eight configurations. When displaying more than
oneview, only oneview will be active. A highlighted border indicates the active view. To
make aview active, click anywhere on the view.

Note: When a change is made to the Contact Manager, the Activity Manager is
automatically updated with the change. A Refr esh option has been added to the
Activity menu which will update the calendar when this option is selected.

Getting Started
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The Day View

Getting Started

The default configuration for the Activity Manager is a split-screen with aTo-Do View on
the left and a Day View on theright. If you have changed your Activity Manager layout and
no longer have the Day View displayed, you can open the Day View by selecting aframe,

and clicking the Day View button 8| .

Y ou can arrange your Activity Manager view in avariety of ways. In the following
example, auser has a Detail view on the left-hand side of the page; and several scheduled
meetings, phone calls, and deadlineslisted in Day View format on the right-hand side of the
page:

3 Activity Manager - Views for Jennifer Cram

Achivity Info - 09:00a to 10:00= ;I y
Friday, January 9 2099
meeting: 03:00a to 09:30a - Meeting with Sales Team

12:00a -
1:00s
2:00a
300a
4:00a
5:00a
E:00a
7:00a
.00
3:00a
10:00a
11:002
12:00p
1:.00p
2:00p
F00p
4:00p
5:00p
E:00p

700 -
= 2 =

Sample Activity Manager, Detail View and Day View

Each scheduled activity will appear on the calendar with the description provided when the
activity was created or last modified. Activitieswill appear on the day and time slot on
which they were scheduled. If an activity extends over more than one time slot, the entire
duration will be highlighted. The actual time for the activity will beindicated in parentheses
to theright of the description. A checkbox will be associated with each activity. If the
checkbox is marked, the activity is complete. Click on the checkbox to mark the activity as
complete. (Activities can also be marked as complete from the Activity dialog box.)

Navigate through Day View using the following guidelines:



Viewing Activities and To-Dos 63

?? PressuUP ARROW or DOWN ARROW, or use the scroll bar, to see earlier or later times
in the current day.

?? Pressthe RIGHT ARROW or LEFT ARROW keysto move through the calendar 1 day at
atime.

?? Click onthe Go To Time button @}_tl to open the Go To Time dialog box and move
directly to aparticular time.

?? Pressthe ALT + RIGHT ARROW Or ALT + LEFT ARROW Kkeys, or click on the left and
right arrow buttons (on the Activity Manager Toolbar) to flip through your day
planner one day at atime.

?? Click on the Go To Date button ﬁl to open the Go To Date dialog box and go to a
particular date.

?? Double-click on the on the date at the top of the view to open the Go To Date
dialog box and go directly to a particular date.

?? Pressthe PAGE UP and PAGE DOWN keysto go to the top or bottom of the currently
displayed times. If already at the top or bottom, pressing these buttons will select
an hour 1 display length away in the chosen direction. The precise number of slots
that the highlight will move varies with the height of the Day View.

?? Click onaparticular hour to select it.

The Week View

The Week View displays seven days. When first opened, the days displayed will begin with
the current day.

In the following example, the user has chosen to display the Week View and the Day View
together in ahalf-screen horizontal split. Thislayout allows the user to see more of the
activities' descriptions on the Week View than would bevisiblein avertical split.

Getting Started
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Lo Activity Manager - Views for Jennifer Cram

July 22, 2098 - July 28. 2099 |

Wed 22 Thu 23 Fri 24 Sat 25 Sun 26 Maon 27 Tue 28

F:00a
2:00a [iZ)Meeting with 12 5 ales quota niB Annual B evie =)
3004 5 Call George B
10005 e WESR S end Faulus B Call Jennette
11:00a
12000 2 Lunch with G 19 Aloha Friday!!
1:00p i) Lunch with 5
200p KB E-mai
300p
Wednesday. July 22 2099
2:00a([W ) Meeting with sales beam
3:00a
ARl 25 Call Jean Srmith
11:00a
12:00p( @) Lunch with Geaorge Erentwood
1:00p
2:00p| €5 E -mail
2:00p)

4:00p

Pauluz Account Sheet Enrors

Inthew

Sample Activity Manager Week and Day Views

eek view, asinthe Day View, if an activity extends across multiple time slots the

subsequent time slots will be highlighted. Each column represents a day of the week; each
row isonetimeslot.

Navigat
”

??

e through Week at a Time view using the following guidelines:
Press UP ARROW or DOWN ARROW to see earlier or later timesin the current day.

Press the RIGHT ARROW or LEFT ARROW keysto move through the calendar 1 day at
atime.

Click on the Go To Time button @}_tl to open the Go To Time dialog box and move
directly to aparticular time.

Pressthe ALT + RIGHT ARROW Or ALT + LEFT ARROW keys, or click on the left and
right arrow buttons (on the Activity Manager toolbar) to flip through your week
planner one week at atime.

Click on the Go To Date button ﬁl to open the Go To Date dialog boxand goto a
particular date.

Double-click on the top row of the view (the one containing the date range) to open
the Go To Date dialog box and go directly to a particular date.
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?? Pressthe PAGE UP and PAGE DOWN keys to go to the top or bottom of the currently
displayed times. If already at the top or bottom, pressing these buttons will select
an hour 1 display length away in the chosen direction. The precise number of slots
that the highlight will move varies with the height of the Week View.

?? Click onaparticular hour to select it.

The Month View

The Month View displays five calendar weeks at atime. Selecting the Show Month Only

button @ will cause the calendar to always display a complete month. When scrolling
through the weeks, the view will move forward or backward enough that afull monthis
always showing. When this option is selected, days that are not in the full month will be
gray. If agray-colored date is selected, the month it belongs to will become the current
month and the calendar will be adjusted accordingly. When this option is not selected, all
dayswill be white and the calendar will advance one week at atime when scrolling through
the weeks.

Onedate in the view is highlighted. The highlighted date is selected and activities on that
date can be edited. If Show Month Only is selected, the month containing the highlighted
date will be displayed in white, while days not in the same month will be displayed in gray.
If Show Month Only is not selected, all dateswill be displayed in white.

The number of activities on each day isindicated. Extended activities (activities extending
over more than one day) are indicated by colored bars.

In the following example, the user has chosen to display Month, Week, and Day viewsin a
3-way split layout. Thereis an extended activity starting on Monday the 20" and ending on
Thursday the 23"

Getting Started
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Lh Activity Manager - Views for Jennifer Cram

January 2099
Sun tdan Tues Wied Thurs Fri Sat
28 29 ] Kl 1 2 3
4 5 g 7 g 9 1o
1171 Item 12|11 Item 13| 2 Items 14| 3 Items 15] 3 ltems 16 17
18 13 20 1 22 23 24
25 25 27 28 23 a0 kil

January 12, 2099 - January 18, 2099

Thursday. January 15 2099

P12 T13 W 14| TI16[FI1E | 517|518

2003
3:00a
10:00a
11:00a
12:00p
1:.00p
200p
*00p
4:00p

U Me B:00a
E:00a
F:00a

8:00a

5 B

3002 O @S

10:00a

IREEY W | 75 Call George Brentwood

12:00p 7 €% Lunch with Blair Corey

1:00p

Sample Activity Manager Month, Week, and Day Views

Navigate through Month at a Time view using the following guidelines:

??

Press the RIGHT ARROW or LEFT ARROW keysto flip through your day planner one
day at atime.

Press uP ARROW or DOWN ARROW to move through the view one week at atime. If
Show Month Only is not selected, the view will advance one week whenever either
of these buttonsis clicked. With Show Month Only selected, the view will advance
asrequired to display an entire month.

Click on the Go To Date button ﬂl to open the Go To Date dialog box and go to a
particular date.

Double-click on the top row of the view (the one containing the month and year) to
open the Go To Date dialog box and go directly to aparticular date.

Press the PAGE UP and PAGE DOWN keys, or click on the left and right arrow buttons
(on the Activity Manager toolbar), or pressALT + RIGHT ARROW Of ALT +LEFT
ARROW to go to the next or previous month. TeleMagic will attempt to select the
day with the same date, but if you move to amonth that does not have a day with
the same date, the last day of the newly displayed month will be chosen. For
example, if you have August 31 selected and press page down, September 30 will

be selected.
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?? Click onaday to go directly toit.
The Month view displays an indication of how many activities are scheduled for each day.

The To-Do View

To-Dos are activities that do not necessarily happen at a particular time, but are due by a
particular time. To-Dos can have apriority of 1, 2, 3, or no priority. The To-Do’s priority

will determineits place on thelist of To-Dos. To-Dos can be set to display only on the day
they are due. Thisisuseful when an activity must be done on a particular day, and can be
done at any time on that day, but cannot be done before that day. When this optionis
selected, the To-Do will appear on the calendar on the day it is due and every day thereafter,
until marked complete. Otherwise, To-Dos will appear on the To-Do View every day until
they are marked completed.

To-Dos are arranged on the list of To-Dosin order of assigned priority (1 at the top, no
priority at the bottom) and date. That is, a To-Do of priority 1 will belisted above aTo-Do
of priority 2, regardless of date. But, of two To-Dos of equal priority, the one due soonest
will belisted first. A To-Do’ s priority, if any, isindicated to its left.

To-Doswill bein black font until the day before they are due, at which point they will be
shown in blue font. On the day they become due, To-Dos are displayed in red. When aTo-
Doisoverdue, it will belisted in red with an indicator to its right showing the how far past
dueitis, in days.

Todisplay the To-Do View:

¥ With the Activity Manager open, select a section of the Activity Manager screen to
hold the To-Do View, open the Activity menu, select Layout, and click the To-Do

View button %I

or Right-click on the frame where you want the To-Do view to be displayed, select
Current View, and select To-Do Viewfrom the secondary menu.

The To-Do-View will openin the selected section of the Activity Manager.

The Detail View

The Detail View augmentsthe Day View and To-Do View by providing adisplay showing
all details related to an activity or To-Do.

To open the Detail View:

& With the Activity Manager open, select a section of the Activity Manager screen to
hold the To-Do View, open the Activity menu, select Layout, and click the Detail

View button ﬁl

Getting Started
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or  Right-click on the frame where you want the To-Do view to be displayed, select
Current View, and select Detail Viewfrom the secondary menu.

The selected section of the Activity Manager will display the Detail View.
The highlighted activity or To-Do will have its details displayed in the Detail View. If no
activity or To-Do is highlighted, the Detail view will be blank.

Working with the Calendar Views
Icons next to the activities on the calendar show scheduled activity types at-a-glance:
?? The happy face g indicates ameeting.
?7? Thetelephone g indicates a scheduled phone call.
?? A clock face g indicates any other type of appointment.
?? A bell g indicatesan darm.

=7 Hint:  You can change the icons used to represent each activity type, and create new
activity typeswith their own icons. To customize icons, open the Activity menu
and select Customize I cons. Thiswill open the A ctivity Icons dialog box
where you can make the desired changes. Y ou can use the icons supplied with
TeleMagic, or you can design your own. If you wish to use your own icons,
they must be in bitmap (.BMP) format, no larger than 13x13 pixels, and 16
colors.

?? A plussign () marks multiple itemsin the sametime slot (only applicablein the
Day at a Time and Week at a Time views). If you click on a plus sign, a pop-up
menu of the activitiesin that time slot will appear. Click on one of the activitiesto
openit for editing.

22 A colored bar [Eficago i indicates an extended activity like atrip
or aconference. Y ou can have as many extended activities as you like, but only as
many aswill fitin your resolution will be displayed. The description in the bar will
beincluded if the bar is large enough to accommodate it. All extended activities
will be displayed in the Detail view, even if they are not displayed in the Month
View.

22 Checkboxes ™ at the left of each entry show whether or not atask is completed.
An empty checkbox indicates a pending activity or To-Do. A marked checkbox W

indicates the activity or To-Do is completed. Checkboxes do not appear in the
Month or Week Views.

Getting Started
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Going to a Specific Date or Time

Navigating through the calendar is facilitated with the ability to go to a specific date in any
view, or aspecific timein Day or Week views.

To Goto a Specific Date:

= Click the To Date button ﬂl

or  Double-click on the top row of the Day, Week, Month, or To-Do View.

The Go To Date dialog box will appear:

L Go To Date

July -
S M T W T F 5

12 3 4
5 B 7 8 3 10MN

12 13 14 15 16 17 18

1920 21[22]zz 2 =

26 27 28 23 30 3

07/22/2093 |

Today LCancel |

Sample Go To Date Dialog Box

& Click Today to bring up the daily schedule for today’ s date.

or

1. Select the year from the drop-down list at the top of the calendar.

2. Select the month from the drop-down list immediately beneath the year drop-down

list.

3. Click on aspecific date to select that date.

A box will appear around the date you have selected. The date on the date button at

the bottom of the dialog box will change accordingly.
4. Click the date button to bring up the calendar page for that date.

Note: If you use the Go to Date dialog box from the Month at a Time screen,
TeleMagic will open to the month containing the chosen date. A box will appear

around the selected date.

Getting Started
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To Goto a Specific Time:

1. Click the To Time button @'_tl. (This button will only be available when either the

Week or Day View isactive.)
The Select Time dialog box will appear:

L Select Time [ x|

) Increment by
4 Hou: b 4 Mirues P 4 Diuration | 3

MHow | LCancel |

Sample Select Time Dialog Box

Usethe AM and PM radio buttons to toggle between morning and afternoon.
Note: If your Display Preferences are set to use 24 hour time, these radio buttons are
not present.

Click on the Hours scroll arrows “# H2u= B o adjust the hour of the time displayed.
To scroll quickly through the hours, hold down the scroll arrow.

Click on the Minutes scroll arrows 4 Hinut=s B to adjust the minutes of the time
displayed. To scroll quickly through the minutes, hold down the scroll arrow.

Increment by

Click on the Increment by Duration scroll arrows ¥ “puaien P to adjust thetime
setting based on the Default Activity Duration setting in Activity preferences.
Click Select to go to the time displayed in the window.

Note: Depending on the settingsin Activity preferences, if the actual timeisnot one
that is shown on the daily schedule, you will be moved to the time shown whichis
closest.

Click Nowto go the current system time.



Viewing Activities and To-Dos 71

Activity Manager Browse

Another way to view activities and To-Dosisto go into activity browse mode. The Activity
Manager’ s activity browse mode allows you to see, in tabular format, alist of all your
activities and To-Dos, both pending and compl eted.

ToBrowsethrough aList of To-Dosand Activities:

1. Click the Activity Manager' s Browse button EI

or  From the Contact Manager, select Browsefrom the Activity menu.

The browse window will open, showing all To-Dos and activitiesin order by date,
starting with the current date, or the next date that contains an activity:

Lo Activities for Jennifer Cram

Due Date Due Time Type
01/09/2093  |09.00a meeting Activity

reeting with

1| | 3|
Edit I Go ToActivity LCloze Save Settings

Activity Manager Browse Window

2. Usethefollowing guidelinesto view your activities:

?7To seefields and data that currently are not showing in the window, use the scroll
bars.

?7To edit an item on thelist, highlight it and click Edit, or double-click on theitem.
The Activity or To-Do dialog box will open.

?7To go to the calendar page containing an item, highlight the item and click
Goto Activity. Browse will close and you will be on the appropriate pagein the
selected view. (If you have accessed browse from the Contact Manager, the
Activity Manager will open to the last layout you had open.)
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??7To exit browse and return to the page you were previously viewing, click Close.

Viewing and Editing Existing Activities
and To-Dos

To See Full Details of a To-Do or Activity:

I Speaking Pointz
[T Call realtar

L {8l Do Espense Recap
|

1. Inday or week view, double-click the Scheduled Activity, or highlight the item and
click Edit the current activity EI

o InTo-Do View double click the To-Do, or highlight the To-Do and click Edit the
current activity.
Therelated To-Do or Activity dialog box will open:

IS

Lr Activity

Activity | Link. | Comments | Assighment | Resources | Ayailability | Feaing |

Description: I Call Je:an Sith

O Ot

Direction: = |n

[ Hide this activity

— General Complete
Date: IW @ Type: Il:all jv Drate: INi @
Time: | 10:00a St I :|v Time: I—
Ciuration: Iﬁ F'nonty:l jv

A Alarm

Lead Time I ] 3:

LCancel Help

Sample Activity Dialog Box

2. Maketherequired changesin the activity.
Note: An activity can only be edited by one user at atime.
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Note: Activities assigned to groups of users can only be changed by the user who
originally created them. Other users will only be able to view the activity, add
comments, or complete the activity.

T,"-‘ Group Achivity E
Activity | Azzighment | Resources | Contact Info | Comments |

Description: Graup activity

Date: 0241872033 Type
Time: 04:02p Status:
Duration: 30 mins. Pricrity:
Complete ——— Alarm
Drate: . -
. Lead Time: I a 3.
Timne:

LCancel | Help |

Group Activity Edit Dialog Box

Re-Prioritizing, Completing,

and Deleting Activities and To-Dos
To Deletean Activity or To-Do:
= Click theitem, then click the Delete the current activity button gl
or Highlight the item and pressthe DELETE key.

A message will appear asking if you are sure you want to del ete the activity or To-
Do. Select Yes to deleteit.

ToMark an Activity or To-Do as Completed:

== Click oncein the checkbox I beside the To-Do or Activity. The checkbox will

display acheck mark: M. Thiswill record the To-Do as complete on the current day.
Thisoptionisavailable for Activities only on the Week view.

or

1. If youwant to mark the Activity or To-Do as complete on aday other than today
double click on the To-Do or Activity. If you are working from the Month view,
Activitiesand To-Dos are not specifically listed. Double-click on the blue text
indicating that there are activities (e.g. 2 Items). Thiswill open alist of all activities
and To-Dosfor that day. Select the activity that you want to complete and continue.

The To-Do or Activity dialog box will open.
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Getting Started

5.

Mark the Complete checkbox on the Activity page (for Activities) or the To-Do
page (for To-Dos).

Enter the date that the Activity or To-Do was completed in the Date field located in
the Complete group.

If you are completing an Activity, enter the time that the Activity was actually
completed in the Time field located in the Complete group. This step does not apply
to To-Dos.

Click OK.

The Activity or To-Do dialog box will close.

To Reschedule an Activity:
= Reschedule any Activity by dragging it to anew time slot on either the Day or Week

=Q

view.
Note: If you drag an activity for agroup or which uses resourcesto atime that
creates a conflict with the group members or resources, you will receive a

notification of the scheduling conflict. Consider editing the activity and searching
availability to find an alternative time slot.

Note: A plus mark (B) indicates when there are multiple activities scheduled at the
sametime. If you attempt to drag an activity with a plus mark, when you release the
mouse button, adialog box will appear where you can highlight the activity you
would like to reschedule and click Select. If you click on aplus mark, afloating
menu will open listing all of the Activities scheduled for that time slot. Y ou can
select the Activity from this menu and open the Activity dialog box, and change the
scheduled time there.

Open the Activity dialog box by double-clicking the activity or highlighting it and
clicking the Edit the current activity button E .

Inthe Date: and Time: fields, type the new schedul e details.

Choose OK to return to the calendar.

To Re-order and Re-prioritizea To-Do:

Open the To-Do View and double-click on the To-Do to be changed.
Highlight the To-Do to be changed and click on the Edit the current activity button

H

Edit the priority and date as required.
Thelist will be re-ordered. The priority numberswill be adjusted.
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TeleMagic Internet Mail
TeleMagic'se-mail system is designed to give you the power and versatility necessary in a
world where instant communication is essential and expected.

TeleMagic's e-mail allows you to quickly communicate with other members of your
workgroup, and with millions of users on the Internet. Among other features, you can send
and receive multiple attachments, and to organize incoming and outgoing mail for the most
efficient and appropriate handling. Y ou can link e-mail messages to your contacts, and use
TeleMagic’'s Merge feature to produce targeted mass mailings. The address book keeps your
user list up-to-date automatically and your Internet contacts organized.

TeleMagic e-mail can be run from within TeleMagic, or as a standalone application. Y ou
may also use Microsoft Outlook with TeleMagic for even more flexibility. In order to use
some Internet Mail features, you need to be logged on to your Enterprise installation. You
do not need to run Enterprise in order to be logged on, and it is possible to have Enterprise
running and not be logged on with Internet Mail.

Torun TeeMagic E-mail from within TeleMagic Enterprise:

& Click the email button on the TeleMagic toolbar &l

or  From the Office menu, select TeleM agic Email.

Torun TeleMagic E-mail independently:
1. Fromthe Taskbar, click Start, Run.
The Run dialog box will open.

2. Enter the complete path and filename \PROGRAMSTMMAIL.EXE) in the text
window.

or Find thefile using the Browse function.

Torun TeleMagic Featuresfrom M icrosoft Outlook:
1. Double-click the Outlook icon.

or Findthefile using the Browse function.

2. Open anew message.

Note: Please see Setting Up TeleMagic in Microsoft Outlook |ater in the chapter to
address how to configure Microsoft Outlook if it does not immediately integrate with
TeleMagic Enterprise, which it should.
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TeleMagic Internet Mail Main Screen

When you open the TeleMagic e-mail system, you will see the TeleMagic logo screen,
followed by the logon screen. If thisisthe first time you log on with this user, you will need
to establish amailbox. Creating a mailbox consists of following awizard which will
determine where to store your mail, your name and password, whether to log on to
TeleMagic when you start Internet Mail, and your TeleMagic logon information. When
TeleMagic Internet mail logs on to TeleMagic, it does not open TeleMagic. Logging on to
TeleMagic allows TeleMagic Internet Mail to perform certain functions such as linking
incoming messages to contacts.

4 TeleMayic Inteirnet Mal [_10] ]
Menu —— e wew Meuiege elkMege Dot ek
Toolbar ————— 80 F & UL 9% 4 L0 @ b A @ae 7
Mol e Sate | Tagged | Linked | Fiom | Subject |
A 3L
Folders — [Cd] Zentliors
ﬁ Jalzbend b
[ 3- Hold
E0 - dalvaialde
Mezzage Section
4 | _,I
Message Body N
Statuzs Bar ————— |0ire=azes b " rbee” o

E-Mail Main Screen with Message Body Section Open

Use this screen as the starting point for everything you want to do with TeleMagic E-Mail.

?? Thevertical box on theleft lists the various mailboxes where your e-mail is stored.
The Folders shown are the defaults and cannot be removed. You can add more
Folders asrequired.

?? Thehorizontal box on the top will list all the messagesin the selected folder.

?? Thehorizontal box on the bottom will display the text of the selected message.
This section is not opened by default.

Adjust the size of the three areas using the cursor to drag the border to its desired position.
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Toolbar

When you place your cursor on one of the toolbar buttons, a Tool Tip will appear to tell you
exactly what that button does.

From the toolbar, you can print messages; reply to one or al recipients; forward messages;
del ete messages; access your TeleMagic databases (if you are running the program from
within TeleMagic), among other options.

New messages are created in the New Message window. Thiswindow hasits own toolbar
which provides functions specific to creating and editing messages, such aslinking to
contacts, spell checking, sending, and archiving.

Setting up TeleMagic Internet Mall

Before you can use TeleMagic Internet Mail you will need to establish amailbox. Y ou can
have as many mailboxes as necessary for external logons. When logging in from TeleMagic,
your TeleMagic user ID will be used automatically.

Getting Started

To establish a user mailbox:

1. Open TeleMagic Internet Mail. When the Logon box opens, enter the User ID in
the Mailbox field.

If this mailbox has not been established, TeleMagic Internet Mail will prompt you to
create anew mailbox. Click Yes to continue.

2. TheTeeMagic Internet Mail Mailbox dialog box will open.

A location to store the mail for this mailbox will be suggested in the Enter the location
to store your mail field. To change the suggested location, enter the desired location in
thefield, or click on the Modify button and select the desired directory using the Select
Directory dialog box. When satisfied with the location, click Next to continue.

The TeleMagic Installation page will open.

3. Select the Log on to TeleMagic radio button to determine how TeleMagic
Internet Mail will work with TeleMagic Enterprise.

Note: Y ou must be logged on to TeleMagic Enterprise to be able to use some
features of TeleMagic Internet Mail, such as Link to Contact and Contact L ookup.

4. Verify that the suggested location for TeleMagic Enterpriseis correct in the Enter
the Location of your TeleMagic Installation: field. If it isnot correct, enter the
correct location in the field, or click Modify and browse for the correct directory.
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Enter your TeleMagic user ID in the UserlD: field. If you leave this blank, you
will be prompted for logon information whenever TeleMagic Internet Mail
connectsto TeleMagic.

Enter your TeleMagic password in the Password field.
When satisfied with your TeleMagic information, click Finish.

The TeleMagic Internet Mail Account Setup wizard will open. Since you will be able
to establish as many e-mail accounts as necessary for each mailbox, the procedure for
doing so is presented separately.

Setting up TeleMagic Features in Microsoft Outlook

Note: For some TeleMagic features to work in Microsoft Outlook, such as merge fields, you
must be logged in to TeleMagic Enterprise.

Microsoft Outlook can now integrate TeleMagic features thanks to its API function. In most

cases, this should happen automatically upon installation of TeleMagic. However, there may
be occasions when this does not happen, or you may want to disable the TeleMagic features
in Outlook. If thisisthe case, you must go into Microsoft Outlook and adjust the setting.

To enable/disable TeleM agic integration with Microsoft Outlook:

1
2.

6.

Open Microsoft Outlook.

Select Options from the Tools menu.
The Options dialog box will open.
Click the Other tab.

The Other page will open.

Click the Advanced Options... button. When this screen opens, click on the COM
Add-Ins button.

The COM Add-Ins selection box will open.

Mark the check box in front of the option TeleMagic Enterprise Mail Addin for
Microsoft Outlook if it isnot already checked to enable TeleMagic integration. To
disable TeleMagic integration, unmark the check box.

Click OK.

Microsoft Outlook should now be ready to use with TeleMagic.

WARNING! TeleMagic cannot integrate with Microsoft Outlook if the optional security
patchisinstalled, or if Microsoft Word is Microsoft Outlook’ s default e-mail editor. To use
Microsoft Outlook with TeleMagic, both of these options must be disabled.

Getting Started



80 E-mail

To Set Database Preferencesfor Microsoft Outlook in TeleMagic:
1. Gotothe Database page in Preferences...
2. Click the Outlook E-Mail Link Setup button.

The Outlook E-Mail Settings dialog box will open.

3. Mark the Stamp notepad when sending E-Mail checkbox to have the notepad
automatically marked with the Date, Time, and User ID when an e-mail issent from
Outlook. Once this checkbox is marked, more options will become available. You
may also choose to have User Name, Subject, Message Body, and Attachments
stamped on the notepad by marking their respective checkboxes.

4. Youmay created acompleted activity from asent e-mail if you mark the Create
Activity when sending E-mail checkbox. It will then be listed on your calendar.

5. Toadd the sent e-mail to aroll-up list, mark the Add sent mail to E-Mail Rollup
checkbox.

Click OK when you have finished setting your Outlook e-mail preferences. Y ou will
return to the Database Preferences screen.

Establishing a New E-mail Account

Getting Started

Y ou must establish at least one e-mail account to be able to send and receive I nternet e-mail.
Y ou will not need to establish an e-mail account to send and receive TeleMagic e-mail. To
send and receive TeleMagic e-mail, you only need to be logged on to TeleMagic or your
MAPI server. If you do not establish an e-mail account, you will be ableto send Internet
mail through MAPI, but not receive. TeleMagic Internet Mail allows you to establish as
many e-mail accounts asyou like. There are anumber of reasons for establishing multiple e-
mail accounts for one user mailbox:

?? Todistinguish among correspondence with your customers, suppliers, and other
members of your organization.

?? Toaccommodate using different | SPs or connections.

?? To provide accessto your e-mail from acomputer using adifferent mail server
than the one you normally use for mail. For checking the mail in your personal
account from your work computer, for example.

The Internet Account Wizard will guide you through the process. Thiswizard launches
automatically when you first create a new mailbox externally. To add a new account to an
existing mailbox, you must first open thiswizard.

To open the Internet Account Wizard:
1. Open TeleMagic Internet Mail.
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2. From the Tools menu, select Options.
The Preferences dialog box will open.
3. Click onthe Servers tab.
The Servers page will open.
4. Click New.
The TeleMagic Internet Mail Account Setup wizard will open.

To establish a new e-mail account:

Note: This procedure assumes that you have already opened TeleMagic Internet Mail and
are either establishing anew user mailbox or are adding a new e-mail account to an
existing user mailbox. In either case, you need to have the TeleMagic Internet Mail
Account Wizard open to itsfirst page before proceeding.

1. IntheDescription field, enter aname for this account. The description entered here
will appear in any lists of your e-mail accounts.

2. Mark the Make this my default account checkbox if you want thisto be your
principal e-mail account. The POP3 server, and associated information, for this
account will be used for all outgoing mail. This checkbox is marked by default for the
first account established for the current mailbox.

3. When satisfied with the items on thispage, click Next.
The Send page will open.

4. Inthel am known as: field, enter the name you would like to appear in the From
field on mail you send.

5. Enter your email addressfor this account in the E-mail Address: field.

o

Enter the name of your SMTP server in the SMTP Server: field. Thisinformation
will be available from your network administrator or 1SP.

7. Enter the SMTP port inthe SMTP Port: field, if different from 25.

Warning! This setting should only be changed by the network administrator. Do not
change the SMTP port unless you are certain of the correct setting.

8. When you are satisfied with the information on this page, click Next.
The Receive page will open.

9. Inthe POP3 Server field, enter the name of your POP3 server. Thisinformation
will be available from your network administrator or | SP.

10. Enter your user namein the User Name: field.
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Getting Started

Note: The user name entered here will either be the user name assigned by your ISP,
or the user name assigned by your network administrator if you are using a proxy
server.

11. Enter the password for your e-mail account in the Password: field. If you do not
enter a password here, you will be prompted for one each time you attempt to receive
mail.

12. Enter the POP3 port in the POP3 Port: field, if different from 110.

Warning! Only the network administrator should ever change this setting. Do not
change the POP3 port unless you are certain of the correct setting.

13. Mark the Always retrieve mail from this account checkbox if you want to
automatically check this account for new mail. Any account with this option selected
will be checked for mail whenever Receive is selected from the Tools menu, and
periodically if Check for message every is selected on the Delivery page of the
Preferences dialog box. This option is not available for your default account because
itisalwaysused on this account.

14. Mark the Delete messages from server checkbox to if desired.

Note: If you mark this checkbox, any messages retrieved from the server by this user
will not be available from other locations where you may also retrieve mail. If you do
not mark this checkbox, and you permanently delete a message, the message will be
retrieved again the next time you receive mail. This checkbox will normally be
marked if thisisthe primary location from which you will access this account.

15. When satisfied with the information on this page, click Next.
The Connection page will open.

16. Select the radio button which describes the method you use to access this account,
either Use Dial-up Networking/RAS or local area network. If you choose Dial-up
Networking/RAS, you will be connecting directly to your ISP. If you select local area
network, you will be using a proxy server.

17. If you selected Connect through my local area network, continue to step 20.

or If you selected Dial-up Networking/RAS, the drop-down list will become available.
If you have more than one DUN mailbox established, select the desired mailbox from
thelist.

18. Enter the user name for your | SP account in the User Name: field.

19. Enter the password for your | SP account in the Password: field.

20. When all information is correct, click Finish.

The Internet Account Wizard will close. If thisisyour first logon with this mailbox,

TeleMagic Internet Mail will open. If you are adding a new account to an exi sting
mailbox, you will return to the Preferences dialog box.
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Working with Existing E-mail Messages

All messagesin TeleMagic Internet Mail will belocated in one of six system folders,
accessible from the main screen. Although the user can freely relocate messages within
these folders, they will normally be assigned as follows:

Inbox — contains messages you have received

Outbox — contains compl eted messages you have written, but have not yet sent

Sent — contains copies of messages you have written and transmitted

Deleted items— a holding place for items before being permanently removed.

On Hold — contains messages that are not quite ready to send

Undeliverable — contains messages that could not be sent for any of several possible
reasons.

Y ou can also create your own mailboxes to serve your particular needs, such as all e-mail
from an important client.

When you receive an e-mail message, and have read it, you can do any of several things
withiit, individually or in combination:

7 Y ou can leaveit for consideration later

” Y ou can reply to the sender

” Y ou can forward it to another person or a number of people, with or without an
attachment

7 You can deleteit

” You can print it

Organizing messages

At the top of the upper section of the E-Mail screen are seven categories that will help you
to organize your messages. Clicking on the category button will sort the messages below it
numerically, chronologically, or aphabetically. For example, clicking on the Date Received
button will sort all the messagesin that column from newest to oldest. Clicking again will
sort them from ol dest to newest.

Note: Alphabetizing will be done according to thefirst letter in atext field, meaning that
names will be sorted according to first names, not |ast.
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The first column contains an icon for each message, indicating its status:

= M essage has been opened @y Message is pending

E M essage has been replied to E:II Message is queued to the
server

= New message (unopened) @ Message is queued
locally

i=C M essage that has been sent

When the second column contains the paper clip icon ﬂ , the message has an attachment.
A check mark v in the third column indicates that the message is marked.

A chainicon U in the fourth column indicates that the message is linked.

From identifies the sender. Thisfield changes to To in the Outbox and Sent Mail
mailboxes.

Subject indicates how the sender has decided to identify the message. TeleMagic Internet
Mail requires a subject to send a message. M essages can be received without a subject.

The last column depends on whether you are viewing the Inbox or another mailbox. In the
Inbox, thisfield isaDate Received field. In all other mailboxes, thisfield will tell you
when the message was Last Modified.

Note: The width of these columnsis variable. To change the width, place your cursor on the
line separating two of the buttons at the top of the columns. Click and drag to the desired
width. If acolumn has been narrowed to zero width, it can be widened again by reversing
the process.

Sending E-mail Messages

Getting Started

The TeleMagic e-mail system offers you considerable versatility when you write an e-mail
message. Y ou have the option of sending amessage to TeleMagic users, TeleMagic
contacts, addresses in your Internet address book, addressesin your MAPI address book, or
you can manually enter addresses. Y ou can send the message immediately, or keep it in

your own mailbox to be sent later.

To compose an e-mail messagein TeleMagic Internet Mail:

1. Fromthe Message menu, select New M essage.

or Click onthe Compose a New Message icon: \'?
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or PressCTRL+N

The New Message screen will open:

ax New Message [ O] %]
File Edit Message TeleMagic Tools Help
D-cac|2ed|de it s|8 el 2d]|
[fia He =2 ~ v & |[WMeck |2 = = | 5F sen
= To
Eh oo
Zhece:
Subject:
[~
[
| 4

2. Typethe e-mail addressinthe To: line.

or  Click over the To:. The Select Recipients dialog box will open. Click on the tab
corresponding to the address book you want to use and select the address from the
available choices.

Note: If thereisapipe character “|” anywherein the e-mail field, you will not be

able to e-mail to this address. (Placing this character in afield allows you to maintain
arecord of the e-mail address, while preventing e-mails from being inadvertently

sent toit. Thisis particularly useful if you have received arequest from a contact that
no e-mail be sent, especially if thisrequest isfor alimited duration, such aswhile the
contact ison vacation.) If you are emailing to all contactsin afilter, any e-mail
addresses containing a pipe character will be skipped.

3. Enter the name of other recipients to whom you want to send a copy in the CC: field,
if any.

4. Enter the name of anyone whom you want to receive ablind copy inthe BCC: field,
if any. Recipientson thislist will not be seen by other recipients, and will not receive

responses from other recipients who use Reply to All a to answer this message.
5. Enter asubject for the message in the Subject: field.
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6.

7.

Note: All messages must have a subject to be transmitted successfully. Messages to
be stored in the On Hold mailbox do not require a subject and will be assigned a
status of “pending”. These messages will not be transmitted immediately. These
messages must be given subjects before they can be sent.

Compose your message in the space provided.

Click on the Spell Check button % if you want to spell-check the message.

When you are satisfied with your message, you have several options:

?? You can send the message. (Click Send == )
?? You can place the message in the Outbox to be sent later. (Click Send Later

A,

?? You can place the message On Hold. (Click On Hold (il )

?? You can queue the message. (Click Queue = J)
?? Y ou can save the message to one of your other Mail Boxes. (Click Saveto Folder

£ and choose afolder from the Save to Folder dialog box.)

Addressing Messages

Rather than writing in aname of arecipient in the To: or CC: or BCC: you can choose a
recipient from an address book. There are four address books available;

?? The TeleMagic address book consists of TeleMagic users. Thisincludes users at

sites under synchronization.

The Internet address book consists of entries made by you and can include any
valid Internet e-mail addressees.

The MAPI address book is availableif you are using a MAPI application. MAPI
applications are messaging programs which uses a certain set of protocolsto
provide communications services. It will consist of addressees set up in your other
mail application.

The Contact address book that allows you to access your TeleMagic databases for
e-mail addressinformation.

To address a message using an address book in TeleM agic I nter net
Mail:

1

Getting Started

Move your cursor over the label of the line you want to address.
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The label

will become outlined:

B
B
Ehac

Subject:

Address Line Labels with To: Selected

2. With the desired address line label still highlighted, click the mouse.
The Select Recipients dialog box will open:

Select Recipients E

Teletagic Usersl Internetl MAFI | Contactsl Contacts with Merge Dptionl

1= To

. of”

ok Cancel

Sample Select Recipients Dialog Box

3. Click onthetab corresponding to the address book containing the recipient(s) of the

message:

TeleMagic

TeleMagic users who have e-mail information in Preferences. (Only availableif
you are logged onto TeleMagic.)

Internet

Addresses that you have added to this address book.

MAPI
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o 9 Q O

Addresses available from your MAPI application. (Only availableif you are logged
onto MAPI.)

Contacts

Use this page to address e-mail to contacts in your database. M essages addressed
using this page will not be linked to the contact. M ultiple addressees are supported
when using this page.

Contactswith Merge Option

Contactsin your TeleMagic databases. This page provides several means with
which to search through your databases. M essages addressed using this page can be
sent to filters and can have merge documents attached.

From the list of potential recipientsin the box on the left, highlight the names of
those to whom you want to send mail.

If you are using the Contacts page, click on the button corresponding to the address
field you want to fill in. The Advanced Search dialog box will open. Select the
database, filter, and index to search for the addressee. Y ou cannot attach merge
documents to messages addressed using this option. Proceed to step 6.

If you are using the Contacts with Merge Option page, select the radio button
corresponding to the addressing option you will be using (current contact, other
contact, or filter). You will be able to search or browse for the addressee, if not the
current contact. If you choose Filter, you will be able to select from the available
filtersfor the current database and the level to use for merging. Y ou are limited to
one entry per address field when using this option, but that entry can be afilter.
Using afilter will result in messages for al contactsin the filter. Y ou must use the
Automation Server to send messages addressed using this option. Proceed to step 6.

Click onthe To: button to add the recipient(s) to the To: addressline.
Click on the CC: button to add the recipient(s) to the CC: addressline.
Click on the BCC: button to add the recipient(s) to the BCC: addressline.
Click OK.

The Select Recipients dialog box will close. The recipients will appear in the address
lines as designated.
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Receiving E-Mail Messages

TeleMagic Internet Mail will periodically check for new messages automatically, or you can
check manually. The automatic featureis part of installation and is covered in the System
Administrator Guide. Even if you have set TeleMagic Internet Mail to automatically check
for mail, you can still check manually.

To check for new e-mail messages.

1. Click onthe Receive Messages = or Send and Receive =E button.
or  From the Tools menu, select one of the following:

Receive to check your default server and any serversthat have been set up to
Always Receive.

Receive From and select the desired server to check.

Send and Recelve to send any messages in the Outbox and check the default
server.

A status screen will appear.

2. Closethe status screen, if you have not set the screen to close automatically.

Any new messages will appear in your |nbox.

Toread (open) an e-mail message:

1. Inthe“Mailboxes’ section of the TeleMagic Internet Mail screen, click on Inbox.
A list of messages and their attributes will appear in the top section of the screen.

2. Single-click on the message you want to open.

If you have configured your view to Show Message Body, the message will appear in
the lower section of the screen.

or  Double-click on the message to view it in a separate window.
Note: The same procedure can be used for messagesin all mailboxes.

TeleMagic Internet Mail will attempt to use the address that the message was sent to asthe
From: addressin the reply. Y ou must have a server set up with the address for Internet Mail
to be able to use it. Otherwise, your default address will be used. For example, Terry
Thompson receives mail via 2 addresses: tthompson@abc.com and hr@abc.com. The mail
server is set up to deliver messages addressed to hr@abc.com to the tthompson@abc.com
address. If Terry has only created one Internet Mail server, tthompson@abc.com, then that
isthe address that will appear on any reply messages regardless of how they were
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addressed. However, if Terry has created two Internet Mail servers, the default

tthompson@abc.com server and an hr@abc.com server, Internet Mail will use hr@abc.com

as the From: address for any replies to messages sent to hr@abc.com.

Toreply to a message:

1

Select the Mail Box containing the message you want to answer.

The contents of the Mail Box will be displayed.

Select the message you want to reply to by single-clicking.

Double-click the message to open it to afull screen view.

Click on the Reply to Sender button D Thiswill reply to the originator of the
message.

Click on the Reply to All button E . Thiswill reply to the originator and all
recipients except BCC recipients.

Note: You can enter additional recipientsin the To:, CC:, and BCC.: lines.

A New Message screen will open addressed to the appropriate recipient(s). The
subject of the message will appear in the screen’ stitle bar and Subject: field. The
subject will be “Re:[original message subject]” by default. This can be edited, if
desired.

Compose the reply to the message.

Send the message as you would an original message. If the original message was
linked, the copy of the message in the Sent folder will also be linked.

Note: If you reply to a message that is linked to a contact, the copy of thereply that is

located in your Sent folder will be linked to that contact aswell, and the e-mail will
be shown in the e-mail rollup for that contact.

Toforward a message:

1

Select the Mail Box containing the message you want to forward.

The contents of the Mail Box will be displayed.

Select the message you want to reply to by single-clicking.

Double-click the message to open it to afull screen view.

Click on the Forward M essage button A,

The message will appear in aNew Message screen. The subject will appear in the

screen’ stitle bar and subject field. The default subject will be “FW:[original message

subject]”.
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4. Enter the address of the recipient(s) in the To: line. The address can be entered
directly or from one of your address books.

Note: You must enter at |east one recipient in the To: field. Y ou can also enter
recipientsin the CC: and BCC: field.

5. Edit the message as required.
6. Send the message as you would a new message

Other E-Malil Features

Thereis much more to email than simply sending and receiving messages. With TeleMagic
e-mail, you can use avariety of optionsto take full advantage of electronic communication
Along with awritten communication to your recipient, you can also send different kinds of
files attached to the message. This gives you additional flexibility, since you can use this
function to attach such things as written documents that you and the recipient are working
onjointly, or agraphicsfile, or even a software program.

There are two broad categories of attachments to your messages: Files and Merge
Documents. File attachments differ from Merge Document attachmentsin that aFile
attachment will not be modified for each recipient. A Merge Document will have all of the
merge fieldsfilled with the appropriate information for each recipient before being sent.
There isno specified limit to how many attachments you can add to adocument. Y ou can
add documents in any order and combination that you like.

Note: The Custom Merge Field featureis not available for use with merge documents
sent as e-mail attachments. If you attach a document containing custom merge fieldsto an
e-mail message, those fieldswill be ignored.

To attach afile:

1. Fromthe New Message dialog box, click on the Add a File Attachment button ﬁ/ .
or  From the M essage menu, select Add Attachment.
The Open dialog box will appear.
2. Select thefile you want to attach.
3. Click onOpen.

The dialog box will close and an icon and the filename of your attachment(s) will be
listed at the bottom of the New Message box..
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To attach a merge document:

Note: To attach a merge document to a message, you must either link the message to a
contact, or send the message to a contact or filter.

1

From the New Message dialog box, click on the Add a Merge Document as an
Attachment button .

From the M essage menu, select Add M erge Document

The Select Document dialog box will appear.

Select either the Contact Recipient(s) or Linked Contact radio button from the
Merge all attached documents for section. (The Linked Contact option isavailable
only if the messageislinked.) If you choose Contact Recipient(s), the merge
document will contain information drawn from the recipients record (each recipient
will receive aunique document). If you choose Linked Contact, the merged
document will contain information drawn from the linked contact’ s record (all
recipients will receive the same message).

Browse for the merge document you want to attach from the tree view.
Note: Click on the folders to open them.

Highlight the desired file and click OK.

Double-click on thefile.

The dialog box will close and an icon and the filename of your attachment(s) will be
listed at the bottom of the New Message box.

Linking to Contacts in TeleMagic

By linking an e-mail message to a contact, you will be able to quickly retrieve contact
information and go directly to the contact from TeleMagic Internet Mail, paste contact
information into the message, and attach merge documents to the message. Y ou must be
logged into TeleMagic Enterprise to use this feature.

Getting Started

Tolink an e-mail message to the current contact:

Note: TeleMagic must be open to use this feature.

1

2,

Open the message for editing, or create a new message.

Click onthe Link M essage to Contact button L
The Link Contact dialog box will open.
Mark the Current Contact radio button to link the message to the current contact.

The message will be linked to the selected contact.
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Tolink an e-mail message to a contact in the current database, other
than the current contact:

1. Openthe message for editing, or create a new message.

2. Click ontheLink Messageto Contact button 8
The Link Contact dialog box will open.

3.  Mark the Other Contact radio button.
The Search and Browse options will become available.

4. Enter the information to be searched for in the Search my contactsfor: field and
click Sear ch.

The message will be linked to the first contact matching the search criterion.
or Click Browseto search for the contact using a Browse screen. Click on the desired
record to link the message.

Tolink an e-mail message to a contact in another database, or when
TeleMagic is closed, using Sear ch:

1. Openthe message for editing, or create a new message.

2. Click ontheLink Messageto Contact button L

The Link Contact dialog box will open.
3. Mark the Other Contact radio button.

The Search and Browse options will become available.
4. Click Advanced Search.
The Advanced Search dialog box will open.
Select the database containing the record from the Databasedrop-down list.
Select the level of the database containing the record from the Level drop-down list.
Select the index to be used for the search from the Index drop-down list.
Enter the information to be searched for in the Sear ch for: field.
Click Sear ch.

© © N o O

The message will be linked to the first record in the specified database and level
which meets the search criterion. If no matching record is found, you will be given
the opportunity to browse for the record.
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Tolink an e-mail message to a contact in another database using

Browse:
1. Openthe message for editing, or create a new message.
2. Click ontheLink Messageto Contact button 8

The Link Contact dialog box will open.
3. Mark the Other Contact radio button.

The Search and Browse options will become available.
4. Click Advanced Search.

The Advanced Search dialog box will open.
5. Click Browse

A browse screen will open. Click on the record to which you want to link the
message. The message will be linked to the selected record.

To link messages automatically:

TeleMagic Internet Mail can search your databases for contacts with e-mail addresses that
match the From addresses on your incoming messages. To use this feature, you must have
an E-mail key field established.

1

From the Tools menu, select Options.

The Preferences dialog box will open.

Click the TeleM agic tab.

The TeleMagic page will open.

Mark the Automatically link incoming mail checkbox.
Click OK.

The Preferences dialog box will close. Incoming messages will be linked to the
first record that has a matching e-mail address. Databases will be searched for
matches according to your selection on the TeleMagic page of Preferences.

Tolink sent messages to contacts automatically:

TeleMagic Internet Mail can also link sent messages to contacts. When post processing is
done on mail sent to a contact, this option will allow the mail to be linked to the contact
record.

1

From the Tools menu, select Options.

The Preferences dialog box will open.
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2. Click the TeleM agic tab.
The TeleMagic page will open.
Mark the Link Mail in Sent Folder checkbox.
4, Click OK.
The Preferences dialog box will close. Sent messages will be linked to the first
record that has a matching e-mail address. Databases will be searched for matches
according to your selection on the TeleMagic page of Preferences.
To attach a copy of a message to contact’ srollup whilelinking:
Marking this checkbox will create arollup entry in TeleMagic when linking an existing
message to a contact.
1. Fromthe Tools menu, select Options.
The Preferences dialog box will open.
2. ClicktheTeleMagictab.
The TeleMagic page will open.
3. Mark the Attach a Copy of message to Contact's rollup when linking checkbox.
4. Click OK.

To attach a copy of message to contact’srollup:

The"Attach a Copy of message to Contact'srollup” check box, if checked, will create a
rollup entry in TM, if the sent message islinked.

1. Fromthe Tools menu, select Options.
The Preferences dialog box will open.
2. Clickthe TeleMagic tab.
The TeleMagic page will open.
3. Mark the Attach a Copy of message to Contact's rollup when checkbox.
4. Click OK.

To open alinked record:

Note: TeleMagic must be open to use this feature.

& Click on the Go To Linked Contact button 2.
The Contact Manager will open with the linked contact displayed.
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Toview thelinked contact’sinformation without opening the Contact
Manager:
¥ Click on the View Contact Info button =,

The Contact Info dialog box will open.

Marking and Unmarking Messages

Sometimes you may want to take special note of some messages so that you can identify
them more easily later on— messages all on the same subject, or all from one recipient, for
example.

ToMark or unmark a Message:

1. Click onthe messagein the main TeleMagic Mail screen to highlight it.

2. Select Message, Mark.

or  Select Message, Unmark to unmark the message.

A check mark will appear on the line with the message.

Taglines

Taglines are away to personalize your messages. Y ou can write and format a short message,
known as atagline, and place it into any message, usually at the end. Y ou can have atagline
inserted in all your documents, or just in one. Taglines can be anything you want them to
be—a zany bon mot, a quote from someone you admire and whose wisdom you wish to
share with others, or even ahaiku.

ToCreatea Tagline:

1. Fromthe Tools menu, select Tagline.

The Edit Your Tagline dialog box will open.
2. Enter your tagline in the space indicated.

3. Toautomatically insert your taglinein all of your messages, mark the Automatically
insert Tagline into new messages checkbox.

4. Click OK.
The Edit Y our Tagline dialog box will close.

Tolnsert Your Tagline Manually:
1. Openamessage for editing.
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2. Placetheinsertion cursor where you want the Tagline to appear.
3. Fromthe Tools menu, select Insert Tagline.
or  PressCTRL+T.

The tagline will appear in the selected location.

Using TeleMagic with Microsoft Outlook

The two great advantages to using TeleMagic features in Microsoft Outlook are familiarity
and power. TeleMagic’ sintegration with Microsoft Outlook does not affect the familiarity
of Outlook in any way. You will still create and send messages in the same way you did
before the integration. However, TeleMagic' s featuresin Microsoft Outlook allow you the
power of being ableto select e-mail addresses from your TeleMagic database contact
records, use TeleMagic merge fieldsin your e-mail to created targeted mass-emails, and
keep track of your Outlook e-mail by creating Activities or To-Dos based on the e-mail
These features may all be found in the TeleMagic menu in the Message screen in Outlook.

TeleMagic Menu in Microsoft Outlook Messages

Note: Thereisno TeleMagic Menu on the main menu bar.

All of theintegrated TeleMagic features in Microsoft Outlook will be contained in the
TeleMagic menu on the M essage screen:

™ Untitled - Message {Rich Text) M=
J File Edit Wiew Insert Format | TeleMagic Iools Ackions Help
J Send | 1= | 2 2 | | Seleck Contact recipients. .. @ ?J Arial - i
E | I— IMerge message for »
= Insert Merge Fields. ..
Co... | I Preview Merge
Subject: I Create TeleMagic Activity. ..
Create TeleMagic To-Do... ;I
[-]

TeleMagic Menu in a Microsoft Outlook Message
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Asyou can see, there are six main options on the menu. Their functions will be covered
below.

Select Contact recipients

Selecting Contact recipients allows you to find recipients for your message through
TeleMagic databases, rather than adding each contact’ s e-mail address to an address book.
Thisfacilitates adding recipients to amessage. Y ou can also add contact e-mail addresses
from TeleMagic filters, thus making amass mailing quick and precise.

To Add an Individual Contact as a Recipient:
1. Choose Select Contact recipients... from the TeleM agic menu.
The Select Recipients dialog box will open:

[l Select Recipients E
Individual Contact |F\Iter |
(o Crnpany Contact Database
Level: ICDnta:t s
Index: ICnntact Name j
Filter: INDne - All vecords available j
[ Qdr
Bl
KIS | ol
ISand separate copy to each individual j oK I Cancel | Help

The Select Recipients Dialog Box

2. Select the proper database and level from the drop-down lists.

WARNING! If the level you choose does not have an e-mail key field, you will receive an
error message and be unable to select recipients.

3. Chooseanindex from Index: drop-down list the to create a search order for e-mail
addresses. If desired, you may further restrict the possible search records by defining
themin afilter from the Filter: drop-down list.

Note: Thisisdifferent fromthe Filter tab. This merely restricts the number of search
records, but does not select all of the filtered records to become recipients, as it does
on the Filter screen.
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4. Onceyou have set your search parameters, click the search icon . No records
will be returned until this happens.

Theresultswill be returned, at least ten at atime (according to your preferences) in the
list below.

or Enter search text in the field to the | eft of the search icon and then click theicon.

5. Makeaselection from the list returned by searching. Once the contact is highlighted,
the three buttons on the right side of the screen will become active.

6. Select adelivery option from the drop-down list below thelist.

WARNING! If you are sending a broadcast message (the option Send separate copy to
each individual from the drop-down list), and you have recipientsin the CC: or BCC:
fields, each of these recipientswill receive acopy of the message for each recipient in the
To: field.

7. Click one of the addressfields: To:, CC:, or BCC:, to add a contact to the message
recipient list.

Repeat steps 2 through 7 until you have finished selecting individual contactsto receive
the message.

Click OK to exit, or click the Filter tab to continue adding recipients.

To Add Contactsin a Filter as Recipients:

Note: If you are adding both Individual Contacts and Filter contacts as recipients,
note that when you click on the other tab in the screen, those recipients listed on the
other screen will not be listed. For example, Filter contacts will not be listed on the
Individual Contacts page. However, all contacts will be added as recipients.

1. Inthe Select Recipients dialog box, click the Filter tab.

2. Select Database: and Level: from their respect drop-down lists.
A list of available filterswill appear.

3. Highlight the desired filter.

4. Select adelivery option from the drop-down list.

WARNING! If you are sending a broadcast message (the option Send separate copy to
each individual from the drop-down list), and you have recipientsin the CC: or BCC:
fields, each of these recipientswill receive acopy of the message for each recipient in the
To: field.

5. Click one of the address fields to add the contactsin the filter as recipients.
Click OK.
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Merging E-Mail in Microsoft Outlook

Just asin TeleMagic Internet Mail, you can produce targeted mass mailings with the
TeleMagic featuresin Microsoft Outlook. There are three optionsin the TeleMagic menu
involving merges: Merge Message For ..., Insert Merge Fields..., and Preview Merge.

Getting Started

To Create an E-Mail with Merge Fields:

1
2
3.

6.

Create anew message in Microsoft Outlook.
If desired, select Contact Recipients as discussed earlier in the chapter.

Click in the body of the message and compose the message up to the point where you
want to insert amerge field.

Select Insert MergeFields... from the TeleMagic menu. The Select Merge Fields
selection box will open (by default, it will open to Key Fields):

[ Select Merge Fields

Merge Fields From:

ey Fields (all Databases)

Company (LYL1) “ e |
Contack (LYL1)

Selected Fields:

Address 1 {LYL1)
Address 2 (LvL1)
ity (LYLLY

State (LYL1)

Zip Code (LYL1}
Country (LvL1)
Primary Phone (LYL1)
Phonez {LYL1)
Phones (LYL1)

E-mail Address {LvL1)
Pager ID (LYL1)
Pager Mumber (LYL1)
Fax Mumber (LYL1) LI

Insert I

Select Merge Fields Selection Box

S

Cancel | Help |

Make a selection from the Merge Fields from: drop-down list. The choicesfrom the
merge will appear in the box below.

Choose amerge field and double-click it.

or Select amergefield and click the> > button.

7.
8.

Repeat step 6 until all desired mergefields are sdected.

Set the insertion order using the up and down arrow buttons on the right of the
Selected Fields: list.

Click Insert.

Note: When selected at the same time, clicking I nsert will cause the selected fields
toinsert at the selection point, with each field separated by a hard return.
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10. Repeat steps 4 through 9 at each place in the e-mail where you want to insert merge
fields.

To Choose Which Recordsto Merge:

Note: The options in Mer ge M essage For ... determine which recordswill be
included in the merge, not who will receive the message. The recipients are
determined in the Select Contact Recipients dialog box.

1. Select the Merge M essage For ... option from the TeleMagic menu. A sub-menu
will open with two options: Contact Recipients (the default), and Select Contact....

2. Select Contact Recipients if you wish the records of the message recipients to be
used in the merge. This means that each recipient will see his personal contact
information in the e-mail. Continue composing your e-mail.

Note: The option to merge for the Contact Recipient isonly available if each
recipient isreceiving a private copy of the mail (the To: field).

3. Insome cases, you may want to merge information from a contact record that is not
receiving acopy of the mail. For instance, you may select to e-mail address
information to a salesperson for his next appointment. To do this, select Select
Contact... from the Merge M essage For ... sub-menu. A Select Contact dialog box
will open.

Note: Y ou do not have to be sending mail to a TeleMagic contact to use this option.

4. Inthe Select Contact dialog box, choose Database, Level, Index, and Filter from
the drop-down lists.

5. Select one of the three radio buttons: None, Current Contact, or Find. Select None
if you do not want any contact information merged. Skip to Step 9.

or Select Current Contact if you want the current contact’s (in TeleMagic) information
merged. Skip to Step 9.

or  Select Find if you want to find the contact by entering other information about the
contact and opening alist of records.

6. Inthesearch field next to the Find radio button, enter your search text.

7. Click Find to begin the search.

A list of possible contacts will appear in the box.

8.  Select the contact from the list whose information you want included in the merge.

Click Select. The contact’ sinformation will now be merged into the e-mail.
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To Preview Merge:
1. Select Preview Mergefrom the TeleMagic menu.

2. The message will be previewed one of two ways: if you chose Select Contact..., the
message will be shown with the selected contact’ smerge information. If you have
chosen Contact Recipients, the message will be shown with the information of the
first contact in the To: field of your recipient list.

3. Tostopthe preview, re-select Preview Merge from the TeleMagic menu.

Using Microsoft Outlook E-Mail with Activity Manager

Keeping track of your e-mailsisimportant for many reasons. The last two optionsin the
TeleMagic menu in Microsoft Outlook allow you to keep accurate records of the e-mails

you send by listing them either as completed Activities or as completed To-Dos. Please see
the Personal Calendar section of this manual for more information about entering Activities
and To-Dos.

TolList an E-Mail asa Completed Activity:
1. Choose Create Activity... from the TeleMagic menu.

2. TheActivity dialog box will open. Add the activity in the way described in the
Personal Calendar chapter.

3. When you have finished adding the Activity, click OK.
The Activity will now belisted in your Activity Manager (unless you have hidden it).

TolList an E-Mail asa Completed To-Do:
1. Choose Create To-Do... from the TeleMagic menu in the Outlook message.

2. TheTo-Dodialog box will open. Add the To-Do as described in the Personal
Calendar chapter.

3. When you have finished adding the To-Do, click OK.
The To-Do will now belisted in Activity Manager.

Getting Started
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Phone Calls

Getting Started

The TeleMagic Dialer is designed for anyone who uses the telephone to communicate with
contacts and clients regularly. The Dialer helps you integrate your contact records with your
phone—dialing from TeleMagic, keeping notes on your conversations in the contact
records, and creating completed activities based on phone activity.

Whileinthe Dialer, you are free to move around within TeleMagic to view contacts,
activities, sales forecasts, or other information you may need to look at while you are talking
to acontact.

When you finish acall, TeleMagic will automatically update your Activity Manager and
any related on-screen notepad or contact history.

You can still usethe Dialer to keep track of phone calls and phone-related activity even if
you are not using an automatic dialing device to physically dial the calls.

To Make an Outgoing Call:

Note: Y ou must set up your dialer in Preferences before you can use this procedure.

1. From the Contact Manager, go to the record for the contact you want to call. (If you
do not have a contact record for the person you want to call, create one.)

or  Fromthe Activity Manager, select an activity which islinked with the contact you
want to call.

2. Fromthe TeleMagic toolbar, click the Dial button %l Ofr PressALT+D.
Note: Y ou may need to configure your toolbar for this control to be present.

F~7Hint:  Inthe Contact Manger, you can click the phone icon & beside the
number you want to dial and skip to step 4.

The Dialer selection box will open. It will display all phone numbers for the contact
you have displayed (or to whom your activity islinked):
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e Dialer E

Colular = ol |
Fax US/Can: . 203-555-4329 =
Office Phare US/Can:, 203-555-8766 Close |
Yoice bail . 203-555-8765

Help |

Anzwer phone |
Manual Dial. .
= Initialize Modeml

Sample Dialer Selection Box

Note: TeleMagic will display all phone numbers listed on any page of the current
level. For example, in the Documentation database, if you display Blair Corey’s
contact record, TeleMagic lists any phone number on the Contact Data, Contact
History, or Contact Profile pages. Phone numbers on pages of the Level 1 (Company
Data) screen are not listed.

Highlight the phone number you want to call, and choose Dial .

If you do not have a modem selected in the Dialer PreferencesDial Using: drop-
down list, the Call Notes dialog box will open when you choose Dial. (If you have no
modem selected, you must dial the phone manually.)

If you have set TeleMagic up to dial the phone for you, there will be a brief pause as
TeleMagic dials the phone.

Pick up the phone when indicated.
The Call Notes dialog box will open:
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Description: I Call ta Blair Corey at Acaderne
Call Result [Status]): I Completed Type: I Call [V Complete Sctivity
Corments Stamp | Paste Cantact Infa |
-
| |
Ieminatel Save | Setﬂecalll LContact | Cancel | Help |

Call Notes Dialog Box

Note: If the Call Notes dialog box does not appear, your dialer setup is not
configured to record call notes. If you want to have your call notes recorded in
TeleMagic, you must have either Insert Notes into Notepad or Create Activity
selected in Dialer preferences.

The Description will befilled in asCall to and the contact’s name. The Call Result
(Status) will default to Completed and the Complete Activity? checkbox will
default to marked. The Type will default to Call. Y our cursor will appear in the
Comments field. Asthe call progresses, the call duration will appear at the bottom
left-hand corner of the TeleMagic status bar:

Call in progress - duration; 0:02:07

(=7 Hint: You can change the status of the call from Completed either by typing a
new statusin the Call Result (Status) field, or by placing your cursor in the field
and right-clicking the mouse and selecting another status from the list box. You
can also set the default Call Result in Dialer Preferences.

If necessary, place your cursor in the Description field and enter a new description.
(The description will appear in your Activity Manager, the notepad stamp, and any
related activity rollups.)

The Call Result (Status), Type, and Complete Activity? fieldswill be used if you
are creating an activity based onthecall (i.e., if you have Auto Track Phone Calls
selected in Dialer preferences.)

If necessary, edit the information in the Call Result (Status): field or pressF2 to
accessthe list box that is used in the Call Result (Status): field in the Activity
Manager.
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7.

10.

11

7 Hint: You can change the default value of the Call Result field in Dialer
Preferences.

If necessary, edit the Activity Type or pressF2 to access the list box used in the Type
field in the Activity M anager.

If you do not complete the call, unmark the Complete Activity? checkbox.

=7 Hint: Thereisasettingin Dialer Preferencesthat will remove the Complete
Activity? checkbox. When this option is selected, call tracking activities will
always be completed.

Note: If you have not edited the Call Result (Status): field, it will change from
Completed to Pending when the Complete Activity? checkbox is unmarked.

Keep notes of your conversation for future reference in the Comments field. These
will berecorded in the Comments box of the scheduled activity in the Activity
Manager and in the contact’ s notepad in the Contact Manager (based on your
preference settings).

Note: If you have accessed the Call Notes dialog box from a Call type activity, any
comments associated with the activity will be pasted in the Comments field of the
Call Notes dialog box by default. Any changes you make to the comments here will
also bereflected in therelated activity.

To access the Contact Manager, click Contact.

The Call Notes dialog box will be placed in the background. The Contact Manager
will open to the contact with which the call is associated. If you have moved to a
different contact, you will be returned to the associated contact record. Y ou will be
able to move through the Contact and/or Activity Manager in the usual fashion.

When you want to return to the Call Notes dialog box, click the Dial button %l on
the toolbar, or select Dial Notesfrom the Office menu, and the Call Notes dial og box
will reopen.

If you are using the Create Activity feature to create an activity based on your call,
the call statuswill appear in the Call Result (Status) field in the new activity.

The completed dialog box will look similar to this:
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wh Call Motes

Description: [Call to Blair Corey at Academe |

Call Result [Status): [Completed | Twpe: [Cal | ¥ Complete Activity?

Comments Stamp | Faste Contact Info |

Saps the minutes | faked last week are accurate; will congider backdating the |«
contract to the verbal agreement date we discussed.

Ielminatel Save |Setﬁeca||| Qontactl Cancel | Help |

Sample Completed Call Notes Dialog Box

12. You have three options when compl eting the call:

Terminate will stop the call duration timer. A duration field will appear above the
comments on the right displaying the length of the call. Y ou will remain at the Call
Notes dialog box where you can make any additional notes. (When you are ready to
exit, click Save or Set Recall. Alternatively, you can click Cancel to exit without
saving the call.)

Save will stop the call duration timer, save the call, and exit the Call Notes dialog
box.

Set Recall will terminate and save the call and open a Set Recall diaog box.

Note: When you save the call, if you are no longer at the same record in the Contact
Manager that was open when you accessed the Dialer feature, you will be asked
whether you want to return to that contact’ s record. If you choose Yes, the call will
be associated with the contact record that was open when you first accessed the
Dialer feature. If you choose No, the call will be associated with the currently open
contact record.

Note: When you save call notes, you may see a prompt similar to this: “Add call
information to the call you had scheduled at 9:00 am. today?’ This appearsonly if
you have scheduled acall or recall for this contact sometime today and have placed a
call without using that scheduled call or recall. If you have placed the call from the
activity, you will be asked if you want to complete the activity or add anew activity.

If you havealast Cal field, TeleMagic will update it with the call date, time, user
ID, and aplus (+) or minus (-) sign. A plus sign indicates an incoming call, aminus
sign indicates an outgoing call..
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If you have the notepad field defined in Key Fields and have Insert Notes into
Notepad selected in Dialer preferences, TeleMagic will update the designated field
with the date and time of the call, your User ID, whether the call wasincoming or
outgoing, the duration of the call, the call status, call description, and your call notes.
The completed notepad entry will look similar to this:

Lt Contact - Blair Corey at Academe E
Contact Mame: [Blair Corey |
. Phone Mumbers:
Title: [Chief, Purchasing | oNe RUTHer
Dear: |Blair Office: 203-555-5766
Whd ail: 203-555-8765
Alternate Contact: [Peter Wiley [Secretary] | cellular E19-565-4536
- Faw: 2073-555-4389
Haome:
08-20-2099 4:42p — JRC — Out, 6.43, -
Statu=s: Completed — Call to Verify our July
Heeting Hotes
Say= the mir_lutes I Eaxed la=t wgek were Record History:
accurate; will consider bat:]-_:datlng the Stat [OEAG/96 10,3500 T5T
contract to the verbal commitment date we o
dizcusz=ed - Lazt Resision: | -06/18/1336 11:00:55 T4
company Sl 13t Contact: Account:
dept lastcall Call not faund Rep:
custid DEMIE0ET20072 Mext Call: I:Z-aII not found Status;  [BEEENED

Documentation Database Screen, Showing Updated On-Screen Notepad
and Last Call Activity Field on Level 2, Page 1

If you dialed from the Contact Manager and if you have Create Activity selected in
Dialer preferences, TeleMagic will also add a scheduled activity to your calendar.
The activity will include the call date, time, description, duration, and status entered
into the appropriate fields, and call notes entered into the Comments box. In addition,
the Activity List (availablefrom the View activities linked to thisrecord button 42
on the control bar) and any Activity rollups you have added to the contact’ s record
TeleMagic will update to show the call.

Answering the Phone

Y ou can record call notes and update Activity Manager entries when answering the phone
just as you do when dialing out.

Getting Started
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To Answer the Phone and Record Call Notes:

1

Go to the record of the contact who is calling and click the Answer the Phone & Start

a Call button El

From the Office menu, select Dial . From the Dialer selection box, click Answer
Phone.

The Dialer selection box will open, the Dial item on the Office menu will change to
Call Notes. If you are not tracking calls, this menu item will change to Ter minate.

The call duration timer will start and the Call Notes dialog box will open:

Lt Call Notes E

Description: I Call ta Blair Corey at Acaderne
Call Result [Status): I Completed Tupe: I Call ¥ Complete fctivity
Comments Stamp | Pazte Contact [nfo |
[ |
=
Teninate | Save | Set Eecalll LContact | Cancel | Help |

Call Notes Dialog Box

Note: If you do not see a Call Notes dialog box you do not have any preference
settings selected which will save your call notes. If you want to have your call notes
recorded in TeleMagic, select Create Activity and/or Insert Notes into Notepad in
Dialer preferences.

Asthe call progresses, the call duration will appear at the left-hand corner of the

TeleMagic status bar. The Call Result (Status) will default to Completed and the
Complete Activity? checkbox will default to marked. The Type will default to Call.
TeleMagic will fill inthe Description as Call from and the current contact’ s name.

The contact’ s name will be highlighted.

Typeinthe name of the person calling if it is not the current contact, or enter a
different call description.
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7 Hint:  Just the contact name will be highlighted in the Description field. If you
want to leave the description asCall from and only change the contact

name, simply start typing. If you want to change the entirefield, use your
mouse to highlight the whole entry.

4, If you were not at the correct contact record when you accessed the Dialer feature,
click Contact to access the Contact Manager.

The Call Notes dialog box will be placed in the background. Use the Contact Manager
navigation toolsto locate the required record. To return to the Call Notes dialog box, click

on the Dial button %l or select Dial Notes from the Office menu. If you Choose Set
Recall, after changing records in the Contact Manager, you will be given the opportunity to
return to the record where the call was originated. If you choose Yes, the activity will be

linked to the record where you started the call. Otherwise, it will be linked to the current
record.

Getting Started
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What are Scripts?

A scriptisapre-written set of statements, answers, questions, or prompts that can be used
by anyone who works with customers over the telephone. Scripts can be simple— aone-line
greeting given by areceptionist, for instance; or complex — the multi-layered conversation
that would be required for the customer information service of anational bank. They can be
designed for incoming calls aswell as outgoing calls.

In addition, scripts can be used for purposes other than making phone calls. For example,
they could be a storehouse for specific instructions and information on how your company
uses a TeleM agic database.

Think of ascript as atree with atrunk and many branches, any branch can bring you to
more branches; choosing one of these can lead you to yet more branches, and so on. Thereis
no specific limit to how many branches you can have.

Using Scripts

Getting Started

When you speak with a customer or prospect, questions that are asked and statements that
are made will lead you down a particular path. A TeleMagic script helps you control that
path, provides you with the information you need every step of the way, allows you to
quickly back up if the conversation suddenly changes direction, and creates an automatic
recording of the branches followed for later reference.

TeleMagic comes with a number of sample scripts; onein particular, “New Subscriptions,”
is short and simple. It scripts a specific promotion for an imaginary newspaper’'s New
Subscriptions department. It offers a prospective subscriber three weeks worth of free
newspapers. The prospect may be:

?? Interested, in which case they hear more details about the offer while their database
record is checked for accuracy, or if necessary, amended.

?? Not interested, in which case they will hear reasons to change their mind. (If they
change their mind, they will be treated like the interested party, above; if not, they
will be encouraged to consider subscribing in the future.)

?? Already asubscriber, in which case the call is ended as quickly as possible.
Use the sampl e script to practice navigating a script.

Note: Although scripts are not linked to a particular level or database, you have the option
of including fields from the current level (and higher) of the currently open database when
you create a script. If you use the script in another database, thisfield information will not
be available.
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To Navigate Through a Sample Script:

Note: The New Subscriptions script was based on Level 2 of the Company/Contact
database.

1. From the Office menu, select Branch Scripting.

or  Click the Branch Scripting icon on the toolbar, if configured: =

The Branch Scripts dialog box will open, showing the first branch of the first script:

™ Branch Scripts ==
e Thiz zcript iz for the customer zervice reps fielding incoming inguires
[002] Welcoming Message ablout our courses and class schedules. Ultimately it tries to encourage a
zale.
| -]
Beset | LContact | Setup | Erint Close Help

Sample Branch Scripts Dialog Box
2. Fromthe Script: drop-down list, choose the script that you want to explore.

Note: To follow the documented examples, use the sample script New
Subscriptions.

3. Thisscreenisprincipally composed of two large fields. They work together as
follows:

?? Thefield on theleft side of the Branch Scripts screen can display either the
branch structure of your script or the contents of any fields associated with the
selected branch. To display the associated field information, click the Fields tab.
If the Fidds tab is not available, there are no fields associated with the sel ected
branch. Y ou can use this display feature to edit the contents of any associated
field.

Getting Started



116 Branch Scripting

?? Thefield on theright side of the Branch Scripts screen displays the text of the
selected branch. Y ou can change the rel ative sizes of the two fields by moving
your cursor over the dividing bar and, when your cursor changes to the double-
headed arrow, clicking and dragging the dividing bar to the desired position.

7 Hint: If thefull name of abranch doesis not displayed because the field
istoo narrow, move your cursor over the branch name. A Tool Tip will
open displaying the full name.

?? Clicking any branch will make it the current branch. Its script will then be shown
in thefield on the right. Double-clicking any branch will toggle whether its
child branches are displayed in the field on the I eft, if the branch has child
branches.

?? Clicking Contact will switch you over to the current contact record without
losing your placein the script. To return to the Branch Scripting dialog box,
click the Branch Scripting icon (if configured): &l|. Or, select Branch Scripting
from the Office menu. Y ou will be returned to the place in the script where you
left off.

?? You canreturn to the previous branch by clicking on it in the field on the | eft
side of the screen. Y ou will not be able to return to the previous branch if the
child branches of the selected branch are open in the tree view. Double-click the
selected branch to closeits child branchesin the tree view.

?? Clicking Reset will bring you back up to the primary branch of the current script,
and create the activity if you have selected that option.

?? Clicking Setup will allow you to create anew script or modify an existing script.
Thisoption isonly available to supervisor users.

?? Click Closeto close Branch Scripting.

ToMakea Call Using a Script:

1. From the Contact Manager, display the record for the contact that you want to call.
2. UsetheDider featureto dial the phone and access the Call Notes dialog box.

3. From the Office menu, select Branch Scripting.

or Click the Branch Scripting button on the toolbar: @l

The Branch Scripts dialog box will open, showing the first branch of the topmost
script.

4. Select the script that you want to use during your call from the Script: drop-down
list.

5. Read thetext of the current branch asit appearsin the field on the right side of the
screen.

Getting Started
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10.

11

To adjust the size of the viewing window, move your cursor over the dividing bar
between the left and right sides of the dialog box. When the cursor changes to the
double-headed arrow, click and drag the dividing bar to the desired position.

When you are ready to move to the next branch, click on the appropriate branch in
the tree view. Thiswill normally be based on the response of the contact. If the child
branches of the current branch are not open, double-click on the current branch to
open them.

Continue clicking child branches and reading the branches’ text until you reach the
end of your script (the script may have several ending points depending on its
construction and purpose).

Y ou can click Contact to switch to the current contact record and enter data directly
into your database anytime. Click the Branch Scripting icon on the toolbar to return
to your script.

Click on the Fields tab to access any fields associated with the selected branch. Y ou
can edit these fields as necessary. Use the scroll barsto locate the field you need to
edit. Change the size of the Fields page asin step 6. Click on the SaveField

Changes button to save the changes to the database. If thisisamemo field, the
information will be appended to the existing field information, along with a notepad
stamp containing the date, time and User ID. With any other field type, this
information will overwrite the existing information. If thefield has alist box, place
your cursor in the Input field and pressF2 to select the text to input from the field’'s
list box.

Note: Only fields applicable to the current database level and above will be included
inthelist. (e.g., If you haveincluded fields from another database, those fields will
not be displayed.)

Note: You will only be ableto input datathat isvalid for thisfield. For example,
only datesin adate field, numbersin anumeric field, etc. If thisfield is validated by
list or expression, TeleMagic will check the validity of your entry just asit would if
you were inputting the data directly from the Contact Manager.

Switch to the Call Notes dialog box and add comments by clicking the Dial button
% on the User Toolbar (if configured), or selecting Office, Dial Notes from the main
menu. Click the Branch Scripting icon on the toolbar to return to your script.

When the call is complete, switch to the Call Notes dialog box (by clicking the Dial
button on the toolbar), and click Terminate.

Add any extranotesin the Comments field if necessary, and click Save.
To set arecal, click Set Recall.

If you will not be making another call, return to the Branch Scripting dialog box and
click Close

Getting Started
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Getting Started

13.

To place another call, go to the record of the contact you want to call and dial the
phone.

If you will be using the same script, click Reset and follow steps 5 through 9.

To use adifferent script, select the script from the Script drop-down list and follow
steps 4 through 9.

To Answer a Call Using a Script:

1

Answer the phone following the instructions in the Answering the Phone section of
the Dialer chapter of this guide.

Determine the purpose of the call.

If thereis ascript applicable to the subject of the call, select Branch Scripting from
the Office menu.

Click the Branch Scripting icon on the toolbar: =
Follow steps 4 through 13 under the heading To Make a Call Using a Script, above.
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Word Processing in TeleMagic

TeleMagic's word processor integration feature creates a seamless link between TeleMagic
and some of the most popular word processing programs: Microsoft Word, L otus Word Pro,
and Corel WordPerfect.

Y ou can set up as many different word processors as you require. Then, when you create a
new document, you will select one of the word processors from adrop-down list. The
chosen word processor will open with the appropriate merge tools available.

Merging with TeleMagic

Thelink between TeleMagic and your word processor allows you to use your word
processor in conjunction with your database to easily produce merge documents using
contact data which has been selected based on your filter criteria. Y ou can print your merge
documents and mail them, or you can attach them to e-mail messages in TeleMagic Internet
Mail. When you e-mail merge documents, the merging processis always performed by the
Automation Server.

Mergefields are special blocks of text that appear in the document in aformat similar to
this: <<Contact_Name_LVL2>>. This example references the information contained in
the Contact Namefield on Level 2. When adocument is printed, it is printed for either a
single contact or for al contactsin afilter. As TeleMagic prints the document, it will look
for merge fields and will insert the information in the specified field from the contact record
into the merge field. In thisway, you can have one document that goes to any number
recipients, and have it contain information specific to each one. In addition to merge fields,
directives are also available. There are 5 fax directives available, and the User Name and
User ID directives, which are based on the cUserName and cUserID variables, respectively.

Note: TeleMagic for Windows versions 1.0 and 1.5 placed the level before the field name.
This was changed for subsequent versions, but there were options that allowed the
continued use of thisformat. Thisformat is not recognized by V5. The merge fieldsin any
documents that follow the older format must be replaced to conform to the new format:
fieldname_LVLn.

Getting Started
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Word Processor Document Selection Box

When working with TeleMagic’sword processing feature, the main screen you will useis
the Word Processor Document selection box:

Lt Word Processor Documents

[ Database Documents i
L Global Documents Edit
: [ Perzonal Documents
B2 Templates Bt

[Eapy
[Chatae
WElete
i Eortact

[Cantach| Hhe

Cloze

ddAANNNRY

Help

Word Processor Document Selection Box

This selection box provides atree view of your documents and templates, and whether they
are global, database, or user-specific. From here you can work with existing documents by
finding the document description, or you can add new documents.

When documents are created through TeleMagic you establish two things: the document
and the document description. The document is the actual file. Thisfile can be stored in any
location you like and accessed from outside TeleMagic. The document description isthe
description of this document that TeleMagic references. When you want to access a
document, you do not have to give TeleMagic the file name, the path to the document, and
what word processor to use. Thisisall stored in the document description.

TeleMagic sorts document descriptions automatically. When you open the Word Processor
Document selection box, you will see the documents that were created in each word
processor.

Templates are also managed from this dialog box. Templates are used to keep you from
having to duplicate work. For example, if you use the same heading for all form letters, you
can create aform letter template that uses that heading. When you later add documents, you
can base al form |etter documents on that template. The heading will be automatically
entered into the document based on the template. When you access the Word Processor
Documents selection box, you will be usually be working with your documents. If you need
to view or edit any of your templates, you can expand the Templates folder.

Getting Started
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Documents and templates are further sorted into three lists: apersonal list, adatabase list,
and aglobal list. As each document (or template) is created, it is assigned to one of these
lists. If you have documents that should only be printed from a specific database, store them
on that database’ s list and they will only be accessible from that database. Anyone with
access to a database will be able to access any associated documents. If you have documents
that you want to keep personal, store them on the personal list and only you will be able to
access them. If you have documents that can be used in multiple databases and that you
want to share with all users, store them on the global list.

Note: If you use more than one version of Microsoft Word, documents created in the earlier
version may open as documentsin the later version. Thiswill happen if you have the | ater
version running when you open the document created on the earlier version.

Creating Documents and Form Letters
Using the Merge Feature

The merge feature isthe link between TeleMagic and the high-level word processors. This
feature allows you to create documents and templates in any of the supported word
processors.

Creating a Merge Document or Template

Note: TeleMagic must be configured to recognize where your word processor isinstalled.
Y ou can configure as many word processors as you wish. See the online help for
instructions on setting up word processors.

Creating amerge document or template is atwo-step process. First, you have to add the
document in TeleMagic. Thisincludes giving the document a description, a name, and
defining additional particulars concerning the document. This step will be the same no
matter what word processor you are using. The second step is creating the document in the
word processor. This step will vary depending on what word processor you are using.

To Add a Document or Template:

1. FromtheWrite menu, select Word Processing.

or Click onthe word processor tool .

The Word Processor Documents sel ection box will open.

2. Tocreate anew document or template, click Add.

Getting Started
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The Add a Document dialog box will open:

L4 Add a Document E3
Add a Mew: % Document " Template
‘wiord Processor: I ticrazaft Ward 97 or 2000 j
Dezcription; I
File Hame... I
Usge Thiz Template: I Blark Documert j
Store I € User &+ Global " Database
Merge Fields from Level: & 1 - Company " 2 - Contact 130 Wotin lse
Link, ta: ' Mo Link Search my contacts for:
" Current Contact I Search |
" Other Contact Dther options
Contactlnfol Advanced Search | Erovze Eontacts |
I Synchionize this document
e decument eat bemediiedlby 8 Hwneronle £ Hsnen and supenisare ) Everone
Cusztorm Merge Fields | Ok I Catwzel | Help

Add a Document Dialog Box

Use the Add a New radio buttons to determine whether the new item will be a
Document or Template.

Note: If you are adding atemplate, the Use This Template: drop-down box will be
disabled.

Select the Word Processor for the document from the Word Processor drop-down list.

In the Description: field, enter adescription of the file asyou want it to appear in the
Word Processor Document selection box. (Thisis not the actual file name; itisa
description to help you recognize thefilein the future.) The description can contain
spaces and special characters.

Type the name of thefilein the File Name... field. Thisisthe actual file name under
which the document will be stored. The path to the file will default to your Writing
preferences, Working Directory selection. If you want to use adifferent path, enter it
inthefield. Enter afile namefollowing the path. The file name must follow your
operating system’ s file naming requirements with regard to acceptable characters,
length, and file name extension.

Click File Name... and use the standard Windows File Open dialog box to select an
existing document. (The document must have been originally created using
TeleMagic’'s merge feature in order to merge correctly.)

Getting Started
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10.

11.

If you are adding adocument, the Use This Template: drop-down list will be
available.

If you want to base your document on an existing template, select it from the Use
This Template: list. Thislist will only include templates stored in the same location
(user, database, or global).

Choose from the Store In: radio buttonsto control how the document or template
will be accessed.

Note: Thiswill default to the list you are currently viewing in the Document
selection box.

??1f you want the document to appear on your user-specific list of documents and
templates, select the User radio button. Y ou will be the only user with access to
this document or template.

??1f you want the document or template to appear on the global list of documents and
templates, select the Global radio button. All users who are using the selected
word processor will have access to this document or templ ate.

??1f you want the document or template to appear in the database-specific list of
documents and templ ates, select the Database radio button. The document or
template will be available to any userswho are working in the current database
with the selected word processor.

Choose alevel with which to associate your merge document from the Merge Fields
From Level: radio buttons. (These radio buttons will reflect the names of the levels
in the current database.) Choose the lowest level from which you intend to pull fields.
For example, if you will be using fieldsfrom Levels 1 and 2, select the Level 2
(Contact) radio button at this point. Do not choose Level 3if you will not be using
fieldsfrom Level 3.

If you are using Data Synchronization Server, and you want to synchronize this
document with other sites, mark the Synchronize this document checkbox. When
this option is marked, radio buttons become available which allow you to restrict
which users can modify the document. Y our choices are: only the originator, the
originator and supervisors, and everyone. For more information on synchronizing
documents, see the Data Synchronization Server guide and the Data Synchronization
Server online help.

When satisfied with your selections, click OK.

If you want to link the document to a contact, proceed to the next section. If you
want to use Custom Merge Fields, proceed to the section Using Custom Merge
Fields.



Starting a Mail Merge 125

Linking Documents to Contacts

If you are creating this document for a specific contact, you may want to link it to the
contact’ srecord. The description of the document will be added to thelist of linked
documents for this contact that can be accessed from arollup list or the View linked

documentsfor this contact button ==l on one of the Contact Manager Toolbars.

Note: This button isincluded on the Primary Contact Manager Toolbar by default. If you
have removed it, you can open the list from the Contact Record menu and select Rollups,
Letters.

Also, when adocument is linked to a contact, you will be able to access the contact record
directly from the Word Processor Documents dialog box. Y ou can view the contact’ s key
field information, go directly to the contact record, and print the linked document without
first having to open the document.

There arefive waysto link a document to a contact:
?? Link the document to the current contact.
Link the document to a contact on the current level using Sear ch.

Link the document to a contact on the current level using Br owse Contacts.

i T,

Link the document to a contact on a different level or in adifferent database using
Advanced Sear ch.

3

Link the document to a contact on adifferent level or in adifferent database using
Browse (Accessed from the Advanced Contact Search dialog box.)

Thereis aseparate procedure for each method. The simplest method is linking to the current
record. If you need to link to some other record, you should use one of the procedures which
search for the record. In order to search for arecord in the current level, you must know

some information about the record. The information must be stored in afield whichis
included in the expression of an index which has been set up for Multiple Index Search.

To link the document to arecord in alevel or database other than the current one using
Advanced Search, you will need to know where the record is stored and some information
about the record. The information you will be searching for must be contained in afield
which is part of an index expression in the database where it islocated.

Tolink the document to arecord using either of the options using the Browse function, you
will need to know where the record is stored, and you must be able to recognize the record
when it is displayed along with other records in the same database and level.

When you have determined which method you will be using, go to the appropriate
procedure:
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To Link a Document to the Current Record:

1

Open the Word Processor Documents dial og box, select the document, and click
Change, or click Add to create a new document.

The Change Document Description or Add a Document dialog box will open. If you
are adding a new document, see the preceding section for instructions on using this
dialog box.

Inthe Link to: section of the dialog box, click Current Contact.

The document will belinked to the current record. Click Contact Infoto open a
message box with the linked contact’ s information.

To Link a Document to a Record in the Current Level using Sear ch:

1

Open the Word Processor Documents dial og box, select the document, and click
Change, or click Add to create a new document.

The Change Document Description or Add a Document dialog box will open. If you
are adding anew document, see the preceding section for instructions on using this
dialog box.

Inthe Link to: section of the dialog box, click Other Contact.
The Search field will become available.

Enter the information you are going to search for in the Search field. Y ou do not
have to include the entire piece of information, the first few characters will usually be
sufficient.

Click Sear ch.

The document will be linked to the first record which meets the criterion entered in
step 3. If no match isfound, you will be given the option of searching for the record
using Browse.

ToLink a Document to a Record in the Current Level using Browse:

1

Getting Started

Open the Word Processor Documents dial og box, select the document, and click
Change, or click Add to create a new document.

The Change Document Description or Add a Document dialog box will open. If you
are adding a new document, see the preceding section for instructions on using this
dialog box.

Inthe Link to: section of the dialog box, click Other Contact.
Click Browse Contacts.

The Select Contact dialog box will open. Thisis astandard Browse window listing
all records on the current level.
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Scroll through the list until you find the desired record.
Highlight any field of the record and click Select.

The document will be linked to the selected record and the Select Contact dial og box
will close.

To Link a Document to a Record on a Different Leveal or Database
using Sear ch:

1

Open the Word Processor Documents dial og box, select the document, and click
Change, or click Add to create a new document.

The Change Document Description or Add a Document dialog box will open. If you
are adding a new document, see the preceding section for instructions on using this
dialog box.

Inthe Link to: section of the dialog box, click Other Contact.
Click Advanced Search.
The Advanced Contact Search dialog box will open:

L Advanced Contact Search E
Search for: I Sealch |
Database: I O pportunity j

Lewel: I Campaty j
|rdex: I Compary j
Lirak | Cancel | Browse |

Advanced Contact Search Dialog Box

Enter the information to search for in the Search for: field.
The Sear ch button will become available.

Select the database containing the record you are searching for from the Database:
drop-down list.

Select the level containing the record you are searching for from the Level: drop-
down list.

Select an index which includes the field containing the search criterion asthe first
field of its expression from the Index: drop-down list.
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8. Click Sear ch when you are ready to search for the record. The document will be
linked to the first record which meets the search criterion. If no match isfound, you
will be given the option of browsing for the record.

ToLink a Document to a Record on a Different Leve or Database
using Browse:

1. OpentheWord Processor Documents dial og box, select the document, and click
Change, or create anew document.

The Change Document Description or Add a Document dialog box will open. If you
are adding a new document, see the preceding section for instructions on using this
dialog box.

2. InthelLink to: section of the dialog box, click Other Contact.
3. Click Advanced Search.
The Advanced Contact Search dialog box will open.

4. Select the database containing the record you are searching for from the Database:
drop-down list.

5. Select thelevel containing the record you are searching for from the Level: drop-
down list.

6. Click Browse

The Select a Contact dialog box will open. Thisis a standard Browse window listing
al of therecordsin thelevel (selected in step 5) of the database (selected in step 4).

7. Scroll through thelist until you find the desired record.
8. Highlight any field in the record and click Select.

The document will be linked to selected record. The Select a Contact dialog box will
close.

Using Custom Merge Fields

Custom Merge Fields are used to insert information into your merge documents which is not
stored in your database. For example, if you conduct meetings with a group of contacts at
irregular intervalsin avariety of different locations. In this case, you would need some way
of including the date, time, and place for the upcoming meeting. Custom Merge Fields are
document-specific; you must create a set of Custom Merge Fields for each document that
you will be using with this feature.

Note: The Custom Merge Field feature should only be used with documents that are to be
printed or faxed. Documents containing custom merge fields should not be included as
attachments to e-mail messages.
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To Create Custom Merge Fields:

1

From the Write menu, select Word Processing.
The Word Processor Documents dialog box will open.

If you are creating a new document, click Add and create the new document
according to the instructionsin the To Add a Document or Template topic.

Select the document with which you will be using the Custom Merge Field(s) from
thelist and click Change.

The dialog box openswill depend on whether you are creating a new document or
template, or are changing an existing one.

Click Custom Merge Fields.
The Custom Merge Fields dialog box will open:

Lt Custom Merge Fields x|
=

it el

| |

Hemove Field

:

ﬂ LCloze

Custom Merge Fields Dialog Box

Click New Fidld

The Add aMerge Field dialog box will open.

Enter the name of the new merge field in the Field Name: field.

If thiswill be amemo field, mark the This is a memo field checkbox.
Click OK.

The Add aMerge Field dialog box will close and the new Custom Merge Field will
be added to the list of Custom Merge Fields.
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Repeat steps 4 through 7 for each additional Custom Merge Field that you want to
add to this document.

Click Close.
The Custom Merge Fields dialog box will close.

To Use Custom Merge Fields:

1

Getting Started

From the Write menu, select Word Processing.

The Word Processor Documents dialog box will open.
Select the document containing the Custom Merge Fields.
Click Print.

The Merge Fields Values dialog box will open:

T .
i". Merge fields values

cMtmbuzersjichemfdos [1/41]

Meeting Place

Date

Motes ;I

|
Time I
|

<< Back Finizh...

Sample Merge Fields Dialog Box

Enter the required information in the available fields. Thiswill depend on what fields
you have created and how they are used.

Note: Memo fields can contain essentially unlimited text. Non-memo fields are
limited to 80 characters.

When all required information has been entered, click Finish.

The Merge Fields Values dialog box will close and the Print Options dialog box will
open.
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6. Complete the printing process. See the online help for more information on using the
Print Options dialog box.

The document will be printed with the custom merge information inserted.

When You Have Finished Setting Up or Changing Your Document

You will be placed in your word processor. If your word processor is not already open, it
will be launched. If your word processor is already open, you will be switched to that screen
to create the document or templ ate.

Documents and templates are created using a combination of text and merge information.
Each word processor has aslightly different method of allowing you to insert merge fields
into your document, but the following rules will apply to all word processors:

The mergefield list will display all availablefields from the level selected for the document
and higher. The level on which each field appearsin the database will be indicated by a
prefix or suffix (depending on the Merge Field Format selected in Writing preferences) of
LVL1, LVL2, or LVL3inthelis.

Important points concerning merge fields:

?? Thefirst five options on the merge field lists are directives used for documents that
will be faxed.

?? When you added the document, you selected alevel with which to associate the
document. Y ou will not be able to select fields from alevel lower than the selected
merge level.

?? OLEfieldswill not be available for merging.
Logical fields (checkbox fields) will return “Yes’ or “No” when merged.

3

?? TheUser Name directive is based on the cUserName variable, and the User ID
directiveis based on the cUser|D variable. These directives are listed immediately
after the fax directives.

Select your word processor from the following list and follow the instructions for inserting
merge fields:

7
If you are using Microsoft Word 97 or 2000:

Word 97 will open and you will see that the mail merge toolbar has been added. Place your
cursor in the document where you want information from amerge field to appear and click
Insert MergeField A mergefield list will open:
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Inzert Merge Field EHE
Mail terge Fields: Word Fields: i3 I
Fill-in... Cancel |
Fax_From If...Then
Fas_Mumber If... Then...Elze
Faw_Mates Merge Record #
Address_LVL1 Mext Record
address Line 2 LWL 7| |Nest Recod It =

Microsoft Word Insert Merge Field Dialog Box

Word 97 uses adrop-down list instead of adialog box. Thereis aso adrop-down list
for the Word Fields.

Click on any field to insert that TeleMagic field into your new document. When you
have finished creating your document, close it and return to TeleMagic.
Q If you are using WordPerfect 8 or 9:

WordPerfect will open, showing aprint mergetoolbar. Click Insert Fieldto start the
conversion process. An Insert Field Name or Number dialog box will appear:

Inzent Field Mame or Mumber EE

X

Filename; THAEKD.DAT Inzert

Field Mames: Ingert and Cloze

Data Source -

Fan_Tao
Fax_From
Faw_Mumber
Fas_Motes Hel
Address LWL =] e

O P T B T |

Cloze

diill

WordPerfect Field Name List Box

Place your cursor in the document where you want information from amerge field to
appear. Select the name of any field and choose Insert to insert that TeleMagic field

into your new document. When you have finished adding the document, close it and
return to TeleMagic.

ﬁ If you are using L otus WordPro 97 or 2000:

WordPro will open with the WordPro Merge Assistant open. Compose the letter or
template and insert merge fields by selecting them from thelist on the Merge
Assistant. Click Donewhen finished. The Merge Assistant will proceed to step 3.
From the Merge Assistant dialog box, select from the avail able options.
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Quick Letter

Once you are familiar with adding documents in your selected word processor, you can
choose to perform a quick add using the Quick Letter feature. Quick Letter bypasses the
main Add a Document dialog box. Y ou areinstead given an Add a L etter... dialog box
where you can define the description and name of the document. The document will be
added in the User list to the current merge level, and linked to the current contact.

In addition, Quick Letter saves you even more time by automatically placing the current
date, as well as the contact name, address information, and sal utation from the current
record at the beginning of your document. However, to have thisinformation automatically
inserted into your Quick Letter you must have previously set up Standard Addressin
Database Preferences. Quick Letters are created using your default word processor.

Note: The date and salutation are optional. To stop these from being included, unmark the
Include the current date and Dear Field in the Quick Letter header checkbox on the
Writing page of the Preferences dialog box.

To Createa Quick Letter:

1. FromtheWrite menu, select Quick L etter.
The Add aLetter dialog box will open:

Lo Add A Letter...

Description: I

Filename: I [ Login document histary

This file will be stored in F:\trawinbusersije’,

ak. Cancel Help

Add a Letter Dialog Box

2. Enter adescription for your document in the Description: field.
3. Enter afile name for your document in the Filename: field.

Note: Documents added using Quick Letter are stored in your default working
directory path established in Writing preferences.

4. Click OK.

Y ou will be taken into your default word processor. Today’ s date will be
automatically inserted at the top of the page according to your date format
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preference. If your Standard Address has been set up for the current database level,
the contact’ s name and address information will be inserted below the date. Finally,
the salutation, based on your preference, will be automatically inserted below the
name and address.

5. Add the body of the document and complete the letter as required by your word
processor.

Starting a Mail Merge

In order to start amail merge, you should already have created a document in the word
processor and included all merge fields and decided what contact or group of contacts
should receive the letter.
To Send Form LettersUsing TeleMagic and Your Word Processor:
1. Fromthe Write menu, select Word Processing.

The Word Processor Document selection box will open:

L4 Word Processor Documents

[ Database Documents

{13 Global Documents Edit
(23 Perzonal Documents —
-0 Templates [t

[Chatiae

Welete

i Eortact

[Cartach] Hhe

Cloge

AddRARARAY

Help

Sample Word Processor Document Selection Box

2. If youwant to print a document, expand the Documents folder.
or If youwant to print atemplate, expand the Templates folder.

The word processor used to create each document or template isindicated by theicon
associated with each document.
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If the document you want to print is displayed in the list of documents, highlight it
and click Print.

If the document you want to print is stored in another folder (user, global, or
database), expand the appropriate folder within the Documents folder. When you
locate the document, highlight it and click Print.

WARNING! There are two merge field formats available. The chosen format may
result in problemsif you are using merge documents created in previous versions of
TeleMagic.

The Print Options dialog box will appear:

& Print Options

P"T ™ Send to Print Queue
1o

I Print Glusue 'I
" Current Record

" Fitered Recards " Preview terge
[ Save Merged Files

Filker: I MHone - Al records available j
Index: I MHone j
Ok LCancel | Stamp Options |

Print Options Dialog Box
If this document is linked to a contact record, select Linked Record to print for the
linked record. (This radio button will be dimmed if the record is not linked.)
Select the Current Record radio button to print for the current contact.
Select Filtered Records to print for al recordsin afilter.

If you select Filtered Records, the Filter and Index fields will become available.
These will default to the filter and index currently active in the Contact Manager.

If you want to send the documents to a group of records other than the filtered group
currently in use in the Contact Manager, select the appropriate filter from the Filter:
drop-down list.

If you want to print the documentsin an order other than that defined by the index
currently in usein the Contact Manager, select the appropriate index from the
Index: drop-down list.

If you are printing for the current or linked record and want to preview the document
in the word processor before printing, mark the Preview Merge checkbox.

WARNING! If you are using WordPro and have merge fields contained in tables or
graphicsin frames, do not preview the merge document before printing.
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Getting Started

10.

If you have a queue named Print Queue at the TeleMagic Automation Server, the
Send to Print Queue checkbox will become available. (This queue exists by
default.)

To send your document(s) to the Print Queue to be processed by the Automation
Server, mark the Send to Print Queue checkbox. (Thisis useful when you want to
print later, or if you offset the process of printing to another workstation.)

If you want to print from your local workstation, leave this checkbox unmarked.

Toretain acopy of each merge document sent, mark the Save Merged Files
checkbox. These fileswill appear in the linked document list for the contacts they
were sent to.

If you have Stamp Notepad on Merge or Create Activity When Printing selected
in Writing preferences, the notepad and/or Comments field of the activity will be
stamped with the date, time, User 1D, and the document file name and description.

Y ou may edit portions of this stamp, if desired.

If you want to use the default stamp, skip to step 13.
Click Stamp Options.
The Stamp Options dialog box will open:

0&/03/2095 09:02a - JRC: Jennifer Cram -
Frint Merge -
File: EAtrawinduzershjrcshello.wri
Letter: Hello[LVL1)
v Motepad Stamp W Create Activity
OFK | Cancel | Help

Edit Notepad Stamp Text Dialog Box

The date, time, User 1D, and user name must beincluded in all stampsfor
synchronization purposes. Any other information may be added to or removed as
necessary.

11. Edit thetext areaas necessary.
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If you have Stamp Notepad on Merge selected in Writing preferences, the
Notepad Stamp checkbox will be marked by default. If you have Create Activity
When Printing selected, the Create Activity checkbox will be marked by default.

12. Mark or unmark the checkboxes as necessary.

Note: If you have chosen to preview or save the merge document, pay close attention
to the checkboxes. If these checkboxes are marked, TeleMagic will stamp the

notepad and create the activity as soon as you select OK at the Print Options dialog
box. If you are merely previewing or saving the document without intending to
actually print, make sure these checkboxes are unmarked, or you will create an
inaccurate print history.

13. Click OK to save the stamp information.

14. Click OK to print.

If you chose not to preview the merged document, your word processor will open and
TeleMagic will send the command to print. Depending upon the word processor you
areusing, aprint dialog box may open. If this occurs, click OK to send the
document(s) to the printer. If this does not occur, the documents will be sent
automatically. Exit the word processor when compl eted to return to TeleMagic.

Note: Before printing the document(s), TeleMagic attaches afile containing data

from the contact record or filter that it usesto fill in merge fields. When you close the
document, your word processor will register the fact that this file hasbeen attached to
the document and will give you the option of saving. Select No.

or If you are previewing the merged document, your records will be automatically
merged with the document in your word processor. A message box will open
showing the status of the merge.

If your word processor is not already open, it will be launched. If your word
processor is aready open, you will be switched to that screen for the merge.

15. Start the merge asfollows:
@ If you areusing Word 97 or 2000, select File, Print... from the Word menu.

The Windows Print dialog box will open. Change printer settings as required.
(For more information on how to do this, see your Word for Windows Manual.)
Choose OK to print your documents(s).

% If you are using WordPerfect 8 or 9, as you enter WordPerfect, your TeleMagic
merge will automatically be converted into a WordPerfect merge. During this process
aconversion message will be displayed:

Select File, Print... from the WordPerfect menu and the WordPerfect Print dialog box
will open.
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Change printer settings as required. (For more information on how todo this, see
your WordPerfect manual.) Choose Print to print your document(s).

ﬁlf you are using or WordPro 97 or 2000, select File, Print... from the WordPro menu.

The WordPro Print dialog box will open. Change printer settings as required. (For
more information on how to do this, see your Ami Pro manual.) Choose OK. Y our
documents(s) will print, along with the original version of your document, showing
the merge fields used.

Y ou will be at the Standard Windows Print dialog box. Change printer settingsas
required. Choose OK to print your documents(s).

Return to the Contact Manager by selecting File, Exit. Y ou will be informed that the
file has changed and asked if you want to save the changes. Click Noto return to the
contact record.
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Getting Ready to Fax

If you are working on a network, your system administrator has probably set up your fax
system. If not, you will need to configure your workstation for local faxing. In addition to
setup for your fax system, there is some document preparation required before faxing. See
the topic Getting Ready to Fax in the online help for more information.

Sending a Fax

Once you have created the documents to be faxed and afax cover sheet, you are ready to
send afax.

Getting Started

To Send a Fax:

Note: If you are faxing a document created in Word for Windows 7, turn off automatic
spell checking before proceeding.

1
2

Go to the record for the contact you want to fax.

To send the fax to the number in the Fax Key Field for this database level, select
Send Fax from the Write menu, or click the fax icon on the tool bar gl

Note: If no fax field has been set up in Key Fields preferences you will receive a
pop-up informing you that no fax key field has been defined. Y ou will still be ableto
access the Send Fax dialog box, but you will not be offered a default fax number.
Similarly, if the contact record from which you access the Send Fax dialog box has
no fax number, you will not be offered a default.

To send the fax to the current contact using any other fax field, click the fax icon next
tothefield.

Note: If thereisapipe character “|” anywherein the fax number field, you will not

be able to fax to this number. (Placing this character in afield allows you to maintain
arecord of the fax number, while preventing faxes from being inadvertently sent to

it. Thisisparticularly useful if you have received aregquest from a contact that no
faxes be sent, especially if thisrequest isfor alimited duration, such aswhile the
contact is on vacation.) When TeleMagic finds a pipe character in thefield it isbeing
requested to use to send the fax, the Send Fax dialog box will be unavailable when
that record is displayed. If you are faxing to all contactsin afilter, any fax numbers
containing a pipe character will be skipped.
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The Fax dialog box will open:

Fax | Docs I Options | Extermnal Docs I Comments I

Fram:  [Jermnifer Cram

Tao: |Democrat Editorial Services

Fax #:  [1-760-665-09032

Subject: |

Cover| |

Queve: I TeleMaqic Fax @ j
[ Create Activity = it Faw
[ Motepad Stamp =l ctifization

[ Save Merged Files

Send | Cancel |

Sample Send Fax Dialog Box

The From: field will be filled in automatically with the name of the user currently
logged into TeleMagic. The To: and Fax #: fieldswill be filled in automatically with
information from the contact record, based on your Key Fields preferences. (If there
isno information in the specified field in the Contact Manager, or if the key field has
not been defined, no default will be offered.)

=7 Hint:  You can attach alist box to any of the text fields on the Fax or Docs
pages of thisdialog box. For example, attaching alist box to the Cover
field can be useful if you have a selection of cover lettersyou use, asit
saves you from having to enter the path and file name manually.

Edit the default From:, To:, and Fax #: information, if necessary.

Note: If you arefaxing from your local workstation, the Fax #: field contains the
exact numbers TeleMagic will use to send the fax. Any Dialer Setup preferences you
have will be used when this dialog box first appears. (For example, if your local area
codeis 707, and the fax number begins with the area code 707, the 707 will not be
included as part of the fax number in the Fax dialog box.) TeleMagic will not
reference your Dialer preferences beyond offering theinitial default. If you make any
changesto the contents of thisfield, the number will be dialed asit appears. (For
example, if you place 707 back in thefield, it will be dialed, even if it isyour local
areacode.) If you are faxing to the queue, TeleMagic will list the number exactly as
it appears on the contact records. When the fax is sent, TeleMagic will compare this
number to the Server settings. It will not reference your local preferences.
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Getting Started

F=7 Hint:  If you will be sending the fax to a queue, but currently have the Send-
Local option chosen, change to the queue before editing the Fax #: field.
When you send locally, TeleMagic reads your Preferencesto determine
if the number islocal or long-distance. When you send to the queue, it
reads your server’s settings. If you are able to send locally, when you
open the Send Fax dialog box, the fax number will be based on your
Preferences. If you then change to a queue, TeleMagic will go back to
the Contact Manager for the actual number so the server’s settings can be
applied when the fax is sent. When this occurs, any edits you have made
to the Fax #: field will belost and will haveto be re-entered.

If you have included the directive Subject: in the document to be faxed, enter a brief
explanation of the subject of the fax in the Subject: field. (If you are not using the
Subject: directive, any entry inthisfield will beignored.)

If you are including a separate cover sheet, enter its path and file namein the Cover
field. If you do not know the path and file name, click Cover to locate the file using
the Windows Open dialog box. (TeleMagic will remember what document you enter
in the Cover field and offer it the next time you send afax.)

Note: If you are posting the fax to the queue, make sure the cover letter file (as well
as any other document files) isin alocation accessible to the workstation where the
fax will be processed.

If you want the fax to be processed by the server, select the appropriate queue from
the Queue: drop-down list.

If you have afaxmodem at your workstation and are not faxing to afilter you may
choose to send the fax immediately.

[ Save Merged Files

Sample Queue List

Note: The Send Immediately (Local) option will not appear on thislist if you do
not have afaxmodem configured at your workstation or if you did not mark the Use
Local Faxmodem checkbox in Fax preferences.

Use the checkboxes as follows:

Note: These checkboxes will default to the selections you made in faxing
preferences. They can be edited as necessary for individual faxes.

Select Create Activity if you want TeleMagic to create an activity with the type
LetterFax and the status Completed in your Activity Manager. The activity will
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be linked to the contact being faxed. (If you are sending the fax to afiltered
group of records, an activity will be created for each contact in thefilter.)

Note: To avoid overloading your Activity Manager, the activity will not appear
on your calendar. It will be available from Browse inthe Activity Manager, and

when you create reports. It will also appear on any activity listsfor the contact,

and in the contact’ s document history.

Select Notepad Stamp if you want a“ Sent fax” note stamped in the contact’s
Notepad Key Field. (If you have amemo field selected as your Fax Stamp Key
Field, selecting Notepad Stamp will cause the same stamp to be placed in both
memo fields.)

Note: If you arefaxing locally, and you select Create Activity or Notepad
Stamp, the process will be interrupted briefly as soon as the fax is sent, while
TeleMagic creates an activity and stamps the contact’ s notepad. Faxes sent
successfully from the queue will stamp notepads and create activities without
causing any interruptions.

Select Monitor Fax if you want TeleMagic to display the status of the fax asitis
being sent. (Monitor Fax isonly availableif you arefaxing locally.)

Select Notification if you want a pop-up to appear notifying you on completion
of thefax. (Notification isonly availableif you are faxing locally.)

Note: While afax isbeing monitored, you will not be able to work in other
areas of TeleMagic. If you are doing alot of local faxing, we recommend that
you select the option to receiv e notification upon completion.

8. If you haveincluded the Fax Notes merge field in the document to be faxed, click
the Comments tab.

The Fax Comments page will open:
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Fax

Faxl Docsl Dptionsl External Docs

-

W arning: Your comments will only be merged if you have the
<<Fax_Matesy» directive inserted into pour cover
page docunient.

Send | Cancell

Fax Comments Page

7. Enter the text you want merged into the Fax Notes directive. Thisfield can hold an
essentially unlimited amount of data.

Note: If you are using a cover letter created in Ami Pro, it will not recognize
paragraph markers entered in the comments. It will translate paragraph markers
(carriage returns) into spaces, so everything you type will be faxed as one paragraph.

8. Click the Options tab to access the Fax Options page:
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Fax

Fax I Docs | External Docs I Comments I

Dielay Until:

Date: [01/05/2093 | B Pricriy: |2 -[
Timne: |D4:3?p

™ Email Motify On Successful Completion
™ Email On Failure
™ Stamp Documents

* perge 4l Documents
" Merge Cover Page Only

[ Stamp Comments
i " Do Mot Merge sny

[ Use Filter

Filter: I Mone - &l records available j

Send | Cancel |

Fax Options Page

The Fax Options page allows you to further define specifics concerning this fax.

Note: The checkboxeswill default to the selections you madein Fax preferences.
They can be edited for individual faxes if necessary.

??The Delay Until: Date: and Time: options alow you to instruct TeleMagic to wait
until the specified time and date to begin processing thefax. It will remainin the
gueue with the statusHold until that time. Thisoption isonly availableif you are
sending to the queue.

??Priority: allows you to adjust the priority of the fax in the queue. The default
priority is2. Priority 1 faxeswill be sent to the top of the queue, followed by
priority 2 faxes, then priority 3 faxes. Thisoption isonly availableif you are
sending to the queue.

Note: Only supervisor userswill be able to select Priority 1 for their faxes.

? Select Email Notify if you want TeleMagic to send you an E-mail message when
the fax is successfully sent.

??Select Email On Failure if you want to be notified by E-mail in the event of an
unsuccessful fax.

??Select Stamp Documents if you want arecord of the documents sent with the
fax, including the path and filename. (If you are including TeleMagic reports or
external documents, thiswill also include the report or document description.) If
you have chosen the Create Activity option on the Fax page of the main Fax
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Getting Started

dialog box, thisinformation will be stamped in the activity’sComment field. If
you have chosen the Notepad Stamp option on the Fax page of the main Fax
diaog box, thisinformation will be stamped in the contact’ s notepad. If your Fax
Stamp key field isamemo field, theinformation will be stamped in the designated
fied.

?? Select Stamp Comments if you want to record any cover comments. These
comments will be stored in the same manner as the document names described
above.

Note: If you are not creating an activity or stamping the notepad, and if your
Fax Stamp Key Field is not amemo field, selecting either Stamp Documents
or Stamp Comments will have no effect.

?? Select Use Filter if you want to fax to multiple contacts. (Use Filter isonly
availableif you are posting the fax to the queue. It will be dimmed if you have
Send Immediately (Local) selected in the Send Fax dialog box.) If you leave
this checkbox unmarked, asingle fax will be sent to the current contact. If you
check this box the Filter: drop-down list will become active.

Select afilter from thelist. The fax will be sent to every contact in thefilter.

Note: When afax issent to all contactsin afilter, the fax number will be taken
from your Fax key field. If you used the phoneicon next to afax field to access
the Send Fax dialog box, you will receive a message informing you that the key
field will be used instead of the field selected in the Contact Manager.

Note: Depending on the number of TeleMagic users, Automation Servers, and
fax queues at your company, there could be a significant delay between the time
that you send the fax to the queue and the time a server processesit. It is only
when the fax is actually processed that TeleMagic evaluates thefilter. Because
of this, when faxing to afilter, you should not change or delete the filter until the
fax has been sent. Also, if you make an edit to a contact record that moves it out
of thefilter, that contact will not receive the fax.

?? Select Merge All Documents if you want the Automation Server to search for
merge fields in every document being sent and to open every document for each
contact in the filter.

?? Select Merge Cover Page Only if your cover page contains merge fields, but
the documents that follow do not. When sel ected, the cover page will be opened,
merge fields will be replaced with contact data, then the cover page will be
closed. (If you arefaxing to afilter, thiswill occur for each contact in the filter.)
TeleMagic will not search for merge fields in any documents following the cover
page. If you are faxing to afilter, they will be opened only once and left open for
al recordsin afiltered fax. (Since TeleMagic does not need to worry about
merging data, there is no reason for the document to be opened separately for
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each contact.) Thisoption can dramatically shorten the timeit takes to process
faxes, especially those containing graphics.

?? Select Do Not Merge Any if your document(s) contain no merge fields. With
this option selected, TeleMagic will not search for merge fieldsin the
document(s). In the case of afiltered fax, it will open the word processor onthe
first fax in thefilter to “ print” the document, but will not look for merge fields
and will not open it on subsequent faxesin the filter. Do not select thisoption if
your documents contain merge fields.

Note: If you selected afilter, and you retum to the Send Fax dialog box, the To:
field will contain the name of the filter instead of the contact’s name, and all
other information will be dimmed.

Y ou have the choice of sending faxes from your local workstation (provided it has
been set up to do so), or sending them to a queue where they can be processed by a
server.

If you want to include any information in the fax in addition to the cover sheet, use
the guidelinesin the following sections when making your selections.

If you are faxing the cover sheet and additional documents you created in an outside
word processor, see Faxing Documents Created in Supported Word Processors,
below. Or, if you are only faxing the cover sheet, click Send to send the fax.

If you sent the fax to the queue, the fax will be queued.

The fax will remain in the queue until you start processing on the server. If the server
is aready processing your queue, the fax will remain until the server reaches that part
of the queue.

If you have alocal faxmodem and chose to send the fax immediately, a message box
will open to report the status of faxing.

If you have included any documents from your word processor, it will be opened, the
fax will be “printed” to the faxmodem, and the first attempt to send the fax will be
made. If you chose to monitor the fax, a message box will open displaying the fax
status.

Clicking Abort at this point will stop thefax in mid-transmission. If you chose not to
monitor faxes, but you need to abort the fax, or watch its progress, hold down the
ALT key and pressTAB. Releasethe ALT+TAB keyswhen you see this;

Instep 9, if you chose to be notified upon completion of the fax, you will receive a
message once the fax has been processed.
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Also, depending on your other choices, these events could also happen: creation of an
E-mail describing the fax and its progress; creation of an activity linked to the
appropriate contact; stamping of the contact’ s notepad or the Fax Stamp field.
While the notepad is being stamped and/or the activity is being created, you will be
notified. If for some reason the notepad could not be stamped or the activity could
not be created, you will receive an e-mail explaining what happened.

Faxing Documents Created
in Supported Word Processors

Getting Started

When faxing documents, TeleMagic needs to know where to find the outside word
processor that is used to open the document. If you are faxing locally, you can do this

through Writing Preferences. If you are faxing to the queue, you can set up word processors
at the Automation Server.

You can only fax files created in one of the word processors currently set up in Writing
preferences. If you are using the Automation Server, the machine where the Automation
Server is processing faxes needs to be able to access the documents you want to fax. Ina
network environment, for example, you should store documents on drives to which the
Automation Server has access.

To Fax Additional Documents:

Prepare the fax as described in To Send a Fax, above. Before sending the fax:
1. Click on the Documents tab.

The Documents page will open.



Sending a Fax 149

2

Fax Documents | Ophions I External Docs I Comments I

I
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(Ol " Global ¢ Databaze
Mext Document:l j

Send | Cancel |

The Fax Documents Page

If the document you want to fax was created from within TeleMagic in aWord
Processor currently set up in Writing Preferences, select it from the Next Document:
drop-down list.

=7 Hint:  If the document you want to fax does not appear, it may be on another
list. Use the User, Global, and Database radio buttonsto toggle the
lists of documents.

The filename and path to your selection will appear in the first Documents To Fax:
field.

Click the number button next to the Documents To Fax: fidd if:

Y ou are faxing locally and the document you want to fax was created in the word
processor currently set up in Writing Preferences, but was not created within
TeleMagic (i.e., is not amerge document);

or

Y ou are faxing to the queue and the document you want to fax was created in aword
processor that has been set up for use with the server that will be processing the
gueue. This can include both documents with merge fields and those without merge
fields.

An Open dialog box will appear. The directory will default to your Writing
Preferences Working Directory selection.

Note: In addition to text files, you can select graphic files with the extensions PCX,
BMP, DCX, and TIF.
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Select the document that you want to fax and click Open. It will appear inthe
Documents To Fax: fidd.

Note: If the document contains mergefields, it must be linked to the current
database.

Y ou can edit your entriesin the Documents To Fax: fieldsin the same way you edit
any text field. To remove an entry, use the mouse to highlight the entry and press
BACKSPACE Or DELETE.

When you have selected all of the documents that you want to fax, click Send to send
the fax.
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Wireless Messaging with TeleMagic

If you are using TeleMagic to itsfull capacity, chances are you have the program running
constantly. Y ou have probably discovered that typing memos to send to co-workers, or
interrupting your work session to go to another user’ s workstation to discuss an upcoming
activity or aquestion is neither practical nor efficient. If so, you may have come to depend
on e-mail, the Bulletin Board, the Message Taker, and the Activity Manager for the total
solution to inter-office communication. Y ou probably also enjoy the ease with which you
are able to communicate with your clients, leads, and contacts using TeleMagic I nternet
Mail, and the dialer and faxing features.

TeleMagic has combined all of these communication features with the ability to send
wireless messages from TeleMagic to apager. Y ou can inform co-workers of e-mail and
activities as soon asthey are created. |f an urgent situation arises, you can contact anyone
with apager instantly, and include as many details about the situation as necessary to insure
aprompt response. Y ou can page yourself and include important information such as
addresses and phone numbers. Y ou no longer have to copy information to paper and worry
about losing or forgetting it. TeleMagic will copy the information to your pager
automatically, giving you the comfort of knowing that aslong as you have your pager, you
have the information available.

Using Wireless Messaging

There are anumber of ways that Wireless M essaging can be used with other featuresin
TeleMagic:

?? You can notify users of activities assigned to them in the Activity Manager, or
create activities for yourself and store detailsin your own pager to take with you. If
the activity islinked to a contact, you can even include contact information in the

message.

?? Youcanwritee-mail to anindividual or agroup of users and send awireless
message notifying the users of the e-mail.

?? You can send awireless message from any contact record and include information
concerning the contact in the message.

?? You can send awireless message to a specific contact in your database.

Getting Started
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Sending Wireless Messages

=7 Hint:  There are three ways of accessing the Wireless Messaging dialog box: when
creating an activity, when sending an e-mail, or directly from the menu or
toolbar in the Contact Manager. When you send messages from the Activity
Manager or e-mail, you will be sending them to TeleMagic users. When you
send messages from the Contact Manager, you will have the choice of sending
the messages to a TeleMagic user, a contact, or manually entering the receiver
information.

Note: In order to send messages to TeleMagic users, those users must be set up in Wireless
M essaging to receive messages. To send messages to contacts, you must have created fields
in your database to contain your contacts' pager numbers and pager IDs.

To Send a M essage:

Note: To send a message to a particular contact with wireless messaging fields set up in
the database, open that contact’ s record before accessing Wireless M essaging.

1. From the Office menu, select Send Wir eless Message.
or  Click the Wireless Messaging icon on the toolbar: !l
or Inthe Activity Manager, create an activity and mark the Page Users checkbox.

or In E-mail, write an e-mail message and mark the Page Recipients checkbox on the
M essage menu.

The Wireless Messaging dialog box will open:

SEN 0 el ol
tanual Entry
Paste Cont. |nfa _—
e N

Teletdagic Fax 0 i

Sample Wireless Messaging Dialog Box
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Note: Contact information will appear by default in the message areaif you have
selected Paste Current Contact Info in Wireless Messaging preferences.

If you have accessed this dialog box from the Contact Manager and there are Pager #
and Pager 1D fieldsin the contact database, the Send To:, Pager #: and Pager ID:
fieldswill default to information from the current contact record. This can be edited

if necessary. Otherwiseit will default to Manual Entry.

If you have accessed this dialog box from E-mail or the Activity Manager, Send To:,
Pager #:, and Pager ID: fieldswill be based on the Mail Recipient (for e-mail) or
the user to whom the activity is assigned. (If the e-mail or activity isassigned to a
group, the Pager #: and Pager ID: fieldswill appear blank. The information will be
referenced from the users' preferences when each page isready to be sent.)

The message area at the top of the dialog box resembles a pager display. If you have
created an e-mail or activity, the message may default to include information on the
item.

Type or edit the contents of your message in the message area using standard word
processing commands.

Note: You can add and edit text. However, formatting (such as carriage returns) will
not be recognized.

To include contact information from the current contact record, click Paste Cont.
Info. Contact information will be appended to the end of the current text.

The message length will be displayed at the bottom of the dialog box as you compose
the message.

The Send To: field will show either the current contact, a user, a user group, or Manual
Entry. If you have accessed this dialog box from the Activity Manager or E-mail, this
information is taken from the activity or email and cannot be edited.

4,

If you have accessed this dialog box from the Contact Manager, and you are not
using afilter to send this message, use the following guidelines when selecting the
recipient of the message:

Note: If you are using afilter to send this message, proceed to the next step.

??Leave the current contact selected if you would like to send the message to that
contact. If you are sending the message to the current contact, the Pager #: and
Pager ID: fieldswill befilled in from the contact’ s record; thisinformation can be
edited if necessary.

?7To send the message to a TeleMagic user, select the user from the Send To: drop
down list. The Pager #: and Pager ID: fieldswill befilled in with information
from the user’ s Preference settings; thisinformation cannot be edited.
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??Select the User Group radio button and select a user group from the drop-down
list. When a user group is selected, the message will be sent to every TeleMagic
user in the user group with wireless messaging information entered in Preferences.
The Pager #: and Pager ID: fieldswill appear blank. Information from the
Wireless Messaging Preferences of each user in the user group will befilled in as
the messages are sent; these fields cannot be edited.

?? To send the message to someone other than a contact or TeleMagic user, select
Manual Entry. The Pager #: and Pager ID: fieldswill be blank; thisinformation
must be entered manually

5. Click Options to open the Wireless M essaging Options dialog box:
Matify Or: |_§ [ Failure

Baud Rate: I 300 'I Mumber OF Reties: I ]

[~ Manitar Transmissian Facket Size: I an

Drelay Until:

Date: |D2H21£2DE!8 B Tim= |D?;31p

[~ Use Filter I Mane - All records available j

OFK | LCancel | Help |

Wireless Messaging Options Dialog Box

The Notify On: check boxeswill default to your selectionsin Wireless Messaging
Preferences.

6. Mark the Notify On: check boxesif appropriate. When marked, the Completion
checkbox will cause a pop-up message to appear notifying you upon successful
completion of the page. If the Failure checkbox is marked you will be notified if the
page is unsuccessful and be given an error code explaining the reason for the failure.

If aTeleMagic user was selected in the Send To: field, the Packet Size: and Baud
Rate: fieldswill default to the Preference settings of the user to whom the message is
being sent and cannot be edited. If the current contact, Manual Entry, or a user
group was sel ected, these fields will default to the lowest value.

7. If you are sending the message to the current contact or Manual Entry and know the
packet size and baud rate supported by the paging carrier used by that person (not
your modem’ s baud rate), enter them in the appropriate fields. If you are sending the
page to a user group and know the settings for all usersin the group, enter the
minimum supported settings in the appropriate fields.
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or

10.

11

13.

If you do not know the packet size and baud rate supported by the individual’ s paging
carrier, or by the paging carrier for all usersin auser group, choose the default
settings.

WARNING! These default settings represent the minimum settings supported by
paging carriers. You will not encounter problems using these settings, even if the
individual’ s paging carrier actually supports higher settings. Y ou will, however,
encounter problems if you change these defaults to settings higher than the paging
carrier can handle. Do not edit these defaults unless you are certain of the settings.

Note: If the message length displayed on the main Wireless M essaging dialog box
exceeds this Packet Size, the message will be broken up into multiple packets. Each
packet will display the total number of packets for the message and give its page
number. For example, if the message is divided into three packets, the first packet

will display Page 1 of 3, the second will display Page 2 of 3, etc. The pages may not
necessarily be received in order (based on your wireless messaging service provider).

The Number Of Retries: field controls the number of times a message should be
attempted before failing and will default to your WirelessM essaging preference
setting. Edit thisif necessary.

Mark the Monitor Transmission checkbox if you want to view the progress of the
transmission of your message. Thiswill default to your Wireless Messaging
preference setting.

Note: Monitor Transmission is not applicable if you are sending the wireless
message to the queue.

If you do not want to send the message immediately, and you are using a queue, enter
the date and time you want the message sent in the Delay Until date and time fields.

To send the message to recipientsin afilter, mark the Use Filter checkbox and select
the filter from the drop-down list.

Click OK to save your edits and return to the main Wireless M essaging dialog box.

Use the Queue: drop down list to select where the wireless message is processed. If
you select Send Immediately (Local) the message will be sent from your
workstation. (Thisoption is only available if you are set up to send wirel ess messages
in Wireless Messaging preferences.) If you select a queue, the Automation Server
will process the message.
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14. When satisfied with your selections, click Page. The message will be sent.

Note: If you have chosen to send your wireless message locally and you close
TeleMagic before the wireless message has been sent, the wirel ess message will be
stored in afile and not sent. When TeleMagic is opened the next time, the wireless
message will be sent immediately.

or  Todiscard your changes, click Cancel. (If you are sending a message from the
Activity Manager or E-mail, Cancel will only cancel the wireless message, not the
activity or email.)

Aborting a Wireless Message

If the wireless message has been queued to the Automation Server, it can be aborted using
the server’ s maintenance features. If you have sent awirel ess message locally, you can abort
it from your local workstation.

To Abort aLocal Wireless M essage Transmission:
1. Accessthe TM Pager-Dialing Termina message box using the following guidelines:

?? If you marked the Monitor Transmission checkbox in either Wireless
Messaging preferences or in the Wireless M essaging Options dialog box, the TM
ENT Pager Dialing Terminal message box will appear after you sent your
message and inform you of the transmission’s progress.

?? If you did not mark the Monitor Transmission checkbox, you must access the
TM ENT Pager - Diding Terminal pop-up.

Press ALT+TAB once and a pop-up will appear showing icons representing all of
the currently running programs. Continue pressing ALT+TAB until you have
highlighted the pager icon, then releasethe ALT+TAB keysandthe TM ENT
Pager - Dialing Terminal message box will appear. If not, repeat this procedure.

The Sending to: field inthe TM ENT Pager-Dialing Terminal message box will
show to whom the transmission is being sent. (If the transmissionisgoing to a
group, theindividual user names will not be shown.) The Pager Number: will
show the carrier terminal numbers for each transmission.

2. Click Abort.
A pop-up will appear asking you to confirm this choice.

3. Click Yes to stop the transmission. If the transmission isto an individual user or
contact, the transmission will stop.

4. If the transmission isto more than one user, that transmission will stop and the next
transmission will begin. Repeat steps 2 and 3 as needed for each user in the group.
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Forecasting Sales

In the direct sales environment there is a constant need for accurate, up-to-date sales data.
Past sales need to be recorded and future sales should be forecast in order for acompany to
stay healthy.

TeleMagic's Sales Forecasting feature allows you to keep track of projected and actual

sales, and relate those sales to contact recordsin any TeleMagic database. It also includes
several easy-to-use pre-formatted reports, which you can use to predict salestrends, analyze
sales forecasting accuracy, and evaluate the overall performance of your salespeople.

Adding Sales Forecasts
To record sales forecasts with TeleMagic, you will need to:
?? Estimate a prospective sale amount;
?? Track the progress of the sales cycle;

?? Record thefinal figures of the actual sale.

Y ou will probably enter the estimates some time before the final sale has taken place. This
chapter includes steps to take you through the process of recording an estimate, and
describes how you would enter information about the final sale.

General Sales Forecasting Information

To Add a Sales For ecast:
1. From the Office menu, select Sales Forecasting.
or  Click on the Sales Forecasting button, if configured iz

Note: Y ou must have a contact database open to use Sales For ecasting. If you do
not have an open database, the Sales For ecasting option will not be available.

Note: Y ou must have security rights to be able to add Sales Forecasts.
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The Sales Forecasting dialog box will open:

Forecast | Contact Link | Sales Progress | Cloged Sale | Reports |
Description: I Rep: I_
~— Product Infarmation
Product: I Oty 0.00

Type: I— Statuz: l—

~ Farecast Amounts
Quatation: I—UUU Projected Sale Date: T 3]
Budget Amount: I—UUU Probability of Closure: lﬁ %

;I Hotepad Stamp |
;I Easte Contactlnfnl

W22 Indest | Mone] =l Fiter | 1 Records =

.t‘-‘«dd Bilit | Welete | Erowse | Empertiesl Cloze | Help |

Blank Sales Forecasting Dialog Box
A blank dialog box will only appear if no sales forecasts have been added to the
system. If you have already added forecasts, one of two things will happen:
??Thefirst sales forecast that was ever added to the system will be displayed.

?21f you have accessed the Sales Forecasting dial og box from a contact record, and
there are sales forecasts linked to that record, thefirst linked forecast for the
contact will be displayed.

Click Add.
3. Typeadescription of the sale you are forecasting in the Description: field.

Y our description does not need to be unique, but it should contain information that
will readily identify the sale at hand.

4. Clickinthe Rep: field to enter a sales representative’ s name.
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10.

11

13.

The Select Sales Representative dialog box will open:

Lt Select Sales Representative
- Carol Bennet

DAC - Dale Canopy

i - Janet Wolters

JFJ -Judy Jones

JRC - Jenrifer Cram _I

w
ok LCancel Help |

Select Sales Representative Dialog Box

The name of the current user entering the forecast information will be highlighted.
Click OK if thisuser is correct.

Highlight another sales representative, and click OK.

Y ou will return to the Sales Forecasting dialog box.

Enter a product type or name in the Product: field.

The Product: namefield is completely user-definable. You can add alist box to this
field in order to standardize product namesfor clarity and consistency.

Enter asaletypein the Type: field.
The Type: field can contain any information necessary to further categorize the sale.

7 Hint:  Youcanadd alist box to thisfield to standardize the sales types for
clarity and consistency.

Enter the projected quantity (if desired) in the Qty: field.

Enter the sales statusin the Status: field. The Status: field is completely user-
definable. You can add alist box to thisfield to standardize the sales status for clarity
and reporting. Thisfield should be updated as the sal e progresses.

In the Quotation: field, enter the amount of the sale, as quoted in the estimate to the
customer.

Inthe Budget Amount: field, enter the total resources the customer has allocated to
the purchase, if that information is available.

Enter aProjected Sale Date:, or click the date picker iconfg and choose adate
from the Go To Date dialog box. This data must be entered for a sales forecast to be
included in any of the Sales Forecasting reports.

In the Probability of Closure: field, enter the best estimate, expressed as a
percentage, of the likelihood that the deal will close successfully.
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14.

15.

or

Example: Y ou are dealing with a customer who is dependable, and has consistently
ordered similar amounts of your product in the past. Y ou consider the sale probable,
and enter 95% in thisfield.

Type any notes you want to add to the forecast in the notepad. Use the Notepad
Stamp button to enter the date, time, and User ID into the Sal es Forecasting notepad.
If the salesforecast is linked to a contact, you can use the Paste Contact Info button
to enter the contact’ sinformation in the notepad.

Click Saveto save your changes and exit Sales Forecasting.

Proceed to the other pages to further refine your Sales Forecasting information.

Linking Sales Forecasts to Contact Records

Tolink the forecast to a contact, use one of the following options:

?? Youcan link the Sales Forecast to the current contact.

?? Youcanlink the Sales Forecast to a contact record on the current level using the

Search function.

?? Youcanlink the Sales Forecast to a contact record on the current level using the

Browse Contacts function.

?? Youcan link the Sales Forecast to a contact record on another level or in another

database using the Advanced Search function.

?? Youcan link the Sales Forecast to a contact record on another level or in another

database using the Browse function.

Each of these options has a separate procedure. To use either of the options using Search,
you will need to know some information about the record to which you want to link the
Sales Forecast, which field contains that information, and which database and level contains
the record. Y ou will also need one or more indexes set up for Multiple Index Search.

ToLink a Sales Forecast to the Current Record:

1

In the Contact Manager, open the record to which you want to link the Sales
Forecast. Open the Sales Forecast that you want to link to the open record, or create a
new Sales Forecast.

Click on the Contact Link tab.
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The Contact Link page will open:

Ly Sales Forecasting - Edit Record

Forecast  Contact Link | Sales Progress | Cloged Sale | Fieports |

Description: ISaIe of a small netwark, installation Rep: IJHC
— Contact Info
Mo Record Access ;I
& Mo Link
™ Current Contact
" Other Contact

Search my contacts for:

I SeanEh |

Other optiahs

LI Sdyanced|Seanzh | Brovee Contacts |

ﬁlilllﬂl Save | Lpply | Cancel | Brovwse | [Elaze | Help |

Sales Forecasting; Contact Link Page

Click Edit.
The dialog box will change to Edit mode. Thiswill affect all pagesin the dialog box.
Click the Current Contact radio button.

The contact information will appear in the Contact Info section. Identifying
information about the linked record will also appear in thetitle bar after the sales
forecast has been saved. The Sales Forecast will be linked to the current record.

Click Save to save all changes.
Click Cancel to abandon changes and return to View mode.

Continue to other pages and continue to refine the Sales Forecast. Changes will be
retained unless Cancel is clicked. All unsaved changes will be abandoned, regardliess
of what page is open, when the Cancel button is clicked.

ToLink a Sales Forecast to a Record on the current level using
Search:

In the Contact Manager, open the level containing the record to which you want to
link the Sales Forecast. Open the Sales Forecast that you want to link to arecord, or
create anew Sales Forecast.
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Click on the Contact Link tab.

The Contact Link page will open.

Click Edit.

The dialog box will change to Edit mode. Thiswill affect all pages in the dialog box.
Click the Other Contact radio button.

The Search my contacts for: field will become available.

Enter the word to be searched for in the Search my contacts for: field.

Note: Y ou do not have to search for awhole word. If you do not know the entire
word, name, or number to be searched for, enter as much as you know. If you make a
partial entry, it must be the first characters of the word to be searched for. The search
word must be stored in afield that isthe first field of an index expression. The index
must be set up for Multiple Index Search.

Click Sear ch.

The Sales Forecast will be linked to the first record matching the word entered in step
5. If no match isfound, you will be given the option of browsing for the record.
(Click Yes to open a Browse window. See the following procedure for instructions.)

If the record selected is not the record that you want to link the Sales Forecast to,
return to step 5 and search for adifferent word, or use one of the other linking
procedures.

Click Saveto save all changes.
Click Cancel to abandon changes and return to View mode.

Continue to other pages and continue to refine the Sales Forecast. Changes will be
retained unless Cancel isclicked. All unsaved changes will be abandoned, regardless
of what page is open, when the Cancel button is clicked.

ToLink a Sales Forecast to a Record on the Current Level using
Browse:

1

In the Contact Manager, open the level containing the record to which you want to
link the Sales Forecast. Open the Sales Forecast that you want to link to arecord, or
create a new Sales Forecast.

Click on the Contact Link tab.

The Contact Link page will open.

Click Edit.

The dialog box will change to Edit mode. Thiswill affect all pagesin the dialog box.
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4. Click the Other Contact radio button.
The Browse Contacts button will become available.
5. Click Browse Contacts.
A Browse window will open listingall records on the current level.

6. Scroll through the list of records until you have found the desired record. Click on
any field of that record.

Thefield will become highlighted.
7. Click Select.

The Sales Forecast will be linked to the selected record. The Browse window will
close. The contact information will appear in the Contact Info section.

8. Click Saveto save all changes.
or  Click Cancel to abandon changes and return to View mode.

or  Continue to other pages and continue to refine the Sales Forecast. Changes will be
retained unless Cancel isclicked. All unsaved changes will be abandoned, regardliess
of what page is open, when the Cancel button is clicked.

To Link a Sales Forecast to a Record on Another Level or Database
using Advanced Sear ch:

1. Openthe Sales Forecast that you want to link to arecord, or create anew Sales
Forecast.

2. Click onthe Contact Link tab.
The Contact Link page will open.
3. Click Edit.
The dialog box will change to Edit mode. Thiswill affect all pagesin the dialog box.
4, Click the Other Contact radio button.
The Advanced Sear ch button will become available.
5. Click Advanced Search.
The Advanced Contact Search dialog box will open.
6. Enter the word to search for in the Search For: field.

Note: Y ou do not have to search for awhole word. Y ou can enter the first few
charactersin thisfield and the first match will be returned. Y ou can search for words,
names, numbers, or any other valid data type.

The Sear ch button will become available.
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7. From the Database: drop-down list, select the database containing the contact
record.

8. FromtheLevel: drop-down list, select the level containing the contact record.
From the Index: drop-down list, select the index to be used to search for the record.

Note: Thefield containing the search word must be the first field in the expression of
the selected index.

10. Click Search.

The Sales Forecast will be linked to the first record found which meets the search
criteria. The Advanced Contact Search dialog box will close. The contact
information will appear in the Contact Info section. If the selected record is
incorrect, return to step 5 and search again using different criteria, or use a different
linking procedure. If no match isfound, you will be given the option of browsing for
the desired record. (Click Yes to open a Browse window. See the following
procedure for selecting arecord using the Browse feature.)

11. Click Saveto save all changes.
or  Click Cancel to abandon changes and return to View mode.

or  Continueto other pages and continue to refine the Sales Forecast. Changes will be
retained unless Cancel isclicked. All unsaved changes will be abandoned, regardless
of what page is open, when the Cancel button is clicked.

To Link a Sales Forecast to a Record on Another Level or Database
using Browse:

1. Open the Sales Forecast that you want to link to arecord, or create anew Sales
Forecast.

2. Click onthe Contact Link tab.
The Contact Link page will open.
3. Click Edit.
The dialog box will change to Edit mode. Thiswill affect all pagesin the dialog box.
4. Click the Other Contact radio button.
The Advanced Sear ch button will become available.
5. Click Advanced Sear ch.
The Advanced Contact Search dialog box will open.

6. From the Database: drop-down list, select the database containing the record to
which the Sales Forecast isto be linked.
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10.

11

From the Level: drop-down list, select the level containing the record to which the
Sales Forecast isto be linked.

Click Browse

A browse window will open listing all records on the selected level (from step 7) of
the selected database (from step 6).

Scroll through the list until you find the desired record.
Click on any field of the desired record.

Thefield will become highlighted.

Click Select.

The Sales Forecast will be linked to the selected record. The Browse window will
close. The contact information will appear in the Contact Info section.

Click Save to save all changes.
Click Cancel to abandon changes and return to View mode.

Continue to other pages and continue to refine the Sales Forecast. Changes will be
retained unless Cancel isclicked. All unsaved changes will be abandoned, regardless
of what page is open, when the Cancel button is clicked.

Recording Sales Progress

Oncetheinitial client contact has been made and a sale forecast, a sales person will likely
keep in contact with the client up until the time the sale closes. Many sales people have a
specific schedule of phone calls, letters, and/or faxes used in following up on sales |eads.
TeleMagic allows you to track this sales progress, and even allows you to standardize this
process by using list boxes.

Getting Started

To View and Update Sales Progress:

1

or

From the Office menu, select Sales For ecasting.

Go to the contact record for which you want to view a specific sales forecast and
click Office, Sales For ecasting.

L ocate the sales forecast for which you wish to chart progress and click the Sales
Progr ess tab.

The Sales Progress page will open:
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Ly Sales Forecasting - Edit Record [ )

| Clozed Sale | fFEpots: I

Forecastl Contact Link {28

Description: ISaIe of a small netwark, installation Rep: W
Sales Phase Comments Date Flags |
Requirements De 01/10/2099 @ [}

Initial Propoza 01/16/2099 @ T

Fropozal Modifi 0/30/2099 [H|E

Firal Propazal 020142099 @ E

Initial Contrac 02/11./2093 @ 8]

Decizion Wan 0E/01,/2093 @

Order Received 0E/14./2099 @

EEQ‘ISISSISCl‘Iqi:!EBp -DAC - They should be able to buy mare uzer capability at ;I Motspad Stamp |
;I Baste Eaontact Infc-l

ﬁlilllﬁl Save | Apply | Cancel | Brawse | [SEse | Help |

Sales Progress Dialog Box

Click Edit.
The dialog box will change to Edit mode. This affects all pages of this dialog box.
Complete the fields following these guidelines:

??The Sales Phase fields allow you to standardize each phase of asale. For
example, you might have numbered follow-up letters, each one representing a
different phase; or a specific set of sales steps that would each constitute a phase. It
isuseful if all users use the same terminology in naming sales phases. To that end,
it isrecommended you attach alist box to thisfield. (Thelist box will be shared by
all seven Sales Phase fields.).

?? In the Comments field, type any comments concerning the specifics of this
contact with the client.

??In the Date field, enter the date on which the sales phase occurred, or click the
Date Picker iconfg and choose a date from the pop-up calendar.

??In the Flag field, enter aflag code, consisting of up to 5 characters. Aswith the
Sales Phasefields, it is recommended you attach alist box to thisfield for
consistency.

Edit the Notepad as required.
Click Save. The Dialog box will return to View mode.

Getting Started
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Recording Actual Sales

In anideal world, every forecasted sale would actually take place as predicted. In the real
world, any good sales recording program needs to allow for the differences between a sales
forecast and an actual sale. TeleMagic assumes that sometime after you record a sales
forecast, you will want to enter the details of the actual final saleinto your database.

To Record an Actual Sale:
1. From the Office menu, select Sales Forecasting.

2. Usethearrow buttonsto locate the appropriate sales forecast.

or  Click Browse highlight the appropriate forecast in the browse window, and press
ENTER.

3. Click theClosed Sale tab.
The Closed Sale page will open:

Lt Sales Forecasting - Edit Record [ %]

Farecast | Cantact Link | Gales Progress  Closed Sale | FEports |

Description: | Lamg term quate B I JRC
~— Actual Sale Amaunts for Clased Sale
Purchasze Order: I Sale Date: I A H
Actual 5ale Amount: n.oo Cost of Goods: 0.00

~— Driginal Farecast Information

Date: IUSHSQUQQ Amount: I 24995 Budget.ﬂ«mount:l 250,00

01/20/99 3:32a - DAC- Brian iz only interested in a 1 uzer setup at this time. ;I Natenad Stam |
He ray want ta look at & netwark installation nest quarter. Loep P
LI PBaste Contact Infol

ﬂlﬂﬂﬂl Save | Apply | LCancel | Eratee | [HEze | Help |

4. Click Edit.
The dialog box will shift to Edit mode. This affects all pagesin the dialog box.

Enter the details of the saleinto the Actual Sales Amounts for Closed Sale fields.

5. Inthe Purchase Order: field, enter the number of the purchase order used by the
customer, if applicable.

Getting Started
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© © N Q

Enter the date the sale was finalized in the Sale Date: field. (Y ou must have datain
thisfield if you wish thisrecord to beincluded in the Closed Sales filter and any
reports on completed sales.)

Click the Date Picker icon and choose a date from the Go To Date dialog box.
Enter the amount of thefinal salein the Actual Sale Amount: field.

Enter the cost of the goods to your company in the Cost of Goods: field.
Edit the Notepad as required.

Click Save to save the sale figures.

Getting Started
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Creating Sales Forecasting Reports

TeleMagic can produce reports that allow you to analyze the forecasting and sales data that
have been collected using the Sales Forecasting feature. These reports allow you to view
datain atextual format, a graphic format, or both. They can be valuable tools for individual
salespeople, aswell as powerful management tools.

Getting Started

In addition to being able to select from avariety of report styles, these reports and charts can
be filtered to include only the data you want to view. Y ou are also able to define groupings,
and generate statistical summaries on those groups.

There are four Sales Forecasting reports available:

7?

33 3

Forecasted Sales Report
Closed Sales Report
Forecast vs. Actual Report
Sales Progress Report

To Create a Sales Forecasting Report or Graph:

1. Open adatabase and access the Sales Forecasting dialog box by choosing Office,
Sales For ecasting from the Main menu.

2. Atthe Sales Forecasting dialog box, click the Reports tab.

The Reports page will open.

3. Open the Report: drop-down list. There are four types of reportsthat are available.

The Forecagsted Sales report will produce areport of any sales forecasts that are still
pending. Thiswill include any records that have adate in the Projected Sale Date:
field but not in the Sale Date: field.

The Closed Sales report will produce areport of forecast sales that have closed. This
will include records that have a date in the Sale Date: field.

The Forecast vs. Actual report will produce areport comparing the Sale Amount:
field to the calculated forecast amount (the quote * the probability of closure). This
report will include records that have dates in both the Sale Date: and Projected
Sale Date: fields.

The Sales Progress report will produce areport showing al of the entries from the
Sales Progress dialog box for any sales forecast that has adate in the Projected Sale
Date: field. If there are no Sales Progress entries for asales forecast, a blank line will
print.



Forecasting Sales 173

In the Start Date: field, enter the earliest date from which the report is to select
records, or click the Date Picker icon to bring up a calendar from which you can
select adate.

Inthe End Date: field, enter the last date from which the report isto select records,
or click the Date Picker icon to bring up a calendar from which you can select a date.

If the Detail checkbox is marked, the report will contain additional information
specific to the record, such as the Rep: and Product:, aswell as dollar amounts and
dates. Thisinformation will vary depending upon the report you are printing.

When Detail is marked, you will also be able to select from the following check
boxes:

?? If the Contact Information checkbox is marked, the report will contain the
Company and Contact key fields from the record to which the forecast is linked.
Thisoptionisonly available in the Forecasted and Closed sales reports, and only
when reporting on the current database.

?? The Other Information checkbox allows you to include miscellaneous
information relating to aforecast, such as the contents of the Description field.

?? |If the Sales Progress checkbox is marked, the report will contain the
information from the Sales Progress Chart dialog box.

?? If the Comments checkbox is marked, the report will contain any notes entered
in the notepad on the Sales Forecasting dial og box.

?? If the Summary Totals checkbox is marked, grouping subtotals (based on your
grouping selectionsin step 13, below), total's, and grand totals will be generated.

Select Individual if you want to report on only one user. If you are a supervisor user
and want to report on forecasts other than your own, when the Individual radio button
is selected, alist box showing all usersin the system will be enabled. Select the user
on whom you want areport.

If you are a supervisor user, select the User Group radio button if you want to report
on all members of a user group. When the User Group radio button is selected, alist
of user groupsis enabled. Select the group from the list on which you want to report.

Choose the appropriate Report on: filter:

If you choose All Records (which isthe default), you will get all of the forecasts
regardless of database and contact link.

If you choose Current Database, you will get al of the forecasts linked to contact
recordsin the current database.

If you choose Current Contact, you will only see forecasts linked to the current
contact.

Getting Started
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Getting Started

9.

10.

11

13.

14.

15.

Type: allowsyou to select afilter based on itemsin the list box attached to the Type:
field on the Sales Forecasting dialog box (if applicable). If you do not have alist box
attached to thisfield, you will be able to report on either All Types or Blank Type in
thisfield.

Status: allowsyou to select afilter based on itemsin thelist box attached to the
Status: field on the Sales Forecasting dialog box (if applicable). If you have no list
box attached to thisfield, you will be able to select between All Status or Blank
Status inthisfield.

Product: allowsyou to select afilter based on itemsin the list box attached to the
Product: field on the Sales Forecasting dialog box (if applicable). If you have no list
box attached to thisfield, you will be able to select between All Products, or Blank
Product inthisfield.

Select the order in which you want the report to be printed from the Index: list.
Recordsin the report will print in the order of the datain the selected field.

Y ou can further sort your report using the Groupings option. Groupingswill alow
you to group by the Projected Sale Month, Product, Sales Rep, Status, Type, or
Projected Sale Y ear and produce summary totals on each grouping. For example, if
you are ordering by Product, and you create a grouping by Sales Rep, the records for
each Sales Rep will bein order by product. Y ou can then create a further grouping by
month to see the Sales Reps groups in chronological order divided by month, with
multiple forecasts in each month arranged by product. Y ou can select up to three sub-
groups.

If you want to use Groupings, mark the Use Grouping checkbox.
The Groups button will become active.

Click Groups.

The Report Groupings dialog box will open.

On the left side of the Report Groupings dialog box isthelist of Available
Groupings. (You are alowed to choose up to three for each report.)

Highlight the grouping you would like to use from the Available Groupings list and
click Add. The item will moveinto the Selected Groupings box to theright. To
remove any choice from Selected Groupings, highlight it and click Remove. Y our
selection will move back to Available Groupings.

The order of the groupings in the Selected Groupings box is very important in how

the report is arranged, and in how it cal cul ates subtotals and totals. For example, if

you were grouping by Sales Rep first, and then grouping the sales reps by Month,
Sales Rep must befirst in the Selected Groupings box. After you have selected all of
the groupings to be used, you can rearrange the order in which they will appear (and,
therefore, the order of the data’ s grouping, subtotaling, and totaling). Y ou can select a
maximum of three groupings.
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16.

17.

18.

10.

20.

21
22,

or

23.

To change the order of Selected Groupings, click the button to the left of each
grouping, drag it to its new position, and drop it.

When satisfied with your grouping selections, click OK. The groupings will display
in the Groupingsfield.

If you want to generate atextual standard report, select the Report radio button and
proceed to step 20.

If you have groupings established and want to see your report in the form of agraphic
chart, select the Graph radio button.

If you have groupings established and want to see atextual report that includes a
graph, select the Report with Graph radio button.

If either the Graph or Report with Graph radio button is marked, the Graph Style:
list will activate. Choose the style of graphic chart that you want.

Click Viewto see apreview of the report and/or graph selected.

When you have finished previewing the report, click the Close Preview button El
If satisfied with the preview, click Print to print the report.

Make any changes and repeat steps 20 through 22.

Click Closeto close the Sales Forecast dialog box.

Working With Sales Forecasts

Once you have created your sales forecasts you can easily navigate through them using the
“VCR” stylebuttonslocated at the bottom of the dialog box.

To View Individual Sales Forecasts:

1

From the Office menu, select Sales For ecasting.

If the current record in the database has aforecast linked to it, that forecast will be
displayed; otherwise, thefirst forecast that was added will be displayed.

Click the LI button to move forward through forecasts.
Click the ﬂl button to move to the last forecast in the filter.
Click the il button to move back through forecasts.

Click the ﬂl button to moveto the first forecast in the filter.

Getting Started
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Changing the Index and Filter of Sales Forecast Records

The order in which records are displayed is controlled by the current index, as displayed in
the Index: field in the lower section of the Sales Forecast dialog box, Forecast page. Y ou
can order your sales forecast records from practically any field in the Sales Forecast dialog
box. There are a'so anumber of pre-defined filters available for only viewing aparticular
sub-set of records.

To Changethe Order in Which Forecasts are Displayed:

1. From the Office menu, select Sales Forecasting.

The default index, None, will be displayed in the Index: list box. This default index
will present forecastsin the order in which they were originally added.

Note: Do not confuse the sales forecasting internal indexes with regular TeleMagic
database indexes. Although they function in the same manner, they are not linked in
any way. Theindex currently in usein your database has no effect on the order in
which forecasts are displayed, and vice versa. Also, you cannot add any new
forecasting indexes, asyou can in a contact database.

2. ClicktheIndex: list arrowj.
A list of available indexes will appear.

Thereisan index for aimost every field that appearsin the Sales Forecasting dialog
box.

3. Choose anew index.

Example If you want to see forecastsin alphabetical order by description, choose

Description. If you want to see forecastsin ascending order by amount of forecasted
guotation, choose Forecasted Quote.

The new index will be active, andwill be evident if you click one of the arrow
buttons to navigate forward or backward through the records, or go into Browse
mode.

To Filter the Sales For ecasting Recor ds:
1. From the Office menu, select Sales Forecasting.

2. Click theFilterslist arrow j
The Sales Forecasting Filters drop-down list will open.
3. Click onthefilter you need to use
??Choose All Records if you do not wish to filter by sales status.
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??Choose Pending Sales Only to view only forecasts with projected sales dates and
astatus of Pending.

??Choose Closed Sales to view forecastswith information on the Closed Sale page.

??Select All Records for Current Database to view only forecasts linked to
contacts in the current database.

? Select All Records for Current Contact to view only forecasts linked to the
current contact.

??Select Pending Sales for Current Database to view only forecasts in the current
database with a status of Pending.

??Select Closed Sales for Current Database to view only forecasts in the current
database with a status of Closed.

??Select Pending Sales for Current Contact to view only forecasts linked to the
current contact with a status of Pending.

??Select Closed Sales for Current Contact to view only forecasts linked to the
current contact with a status of Closed.

Sales Forecast Browse View

Only oneforecast is displayed at atimein the Sales Forecasting dialog box. If you wish to
view multiple forecasts at one time, you can use the Browse feature.

To Access Sales For ecasting Browse View:

1
2.

From the Office menu, select Sales For ecasting.

If thereisaparticular order in which you want to view records, or a particular group
of records you want to view, change the index and/or filter.

Click Browse

The Browse Sales Forecasts window will open:

Getting Started
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1
it Browse Sales Forecasts M=
Description Type Product | Quantity Status FC Sale D{FC~
LTS 5000 Customer | Model 501 1.00{ Prospect 02/13/20(0
1000 lieer bariurm Custarmer Bariumn Lt 1.00) Custarner 02720420
Scanning Element Retailer ETR 412 25.00| Customner 02416720/ 0
Matar ‘Wholesaler  |Model 188 100.00|Hot Prospect 02/2/200 0
v
1 »

Sales Forecasting Browse Window

??Use the scroll arrows to browse up and down or across thislisting.

?7To go to the details of aspecific forecast, highlight that forecast and click Edit, or

double-click.

4. To exit the browse window, pressesc or click Close.

The forecast that was highlighted in the browse window will be displayed.

Accessing Linked Contact Information

When viewing sales forecast information, you may need to view information on the contact
to which the forecast islinked. Y ou can view contact information directly from the sales

forecast screen.

To View Linked Contact I nformation:
= Onthelinked salesforecast record, click the Contact Link tab.

The Contact Link page will open.

or From the Forecast page, click Properties. The name of the linked record isincluded
in the Sales Forecasting Properties message box.

Getting Started
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Notes and Messages

TeleMagic offers several means of quickly communicating with other users and of
reminding yourself of ideas, considerations, and events without the use of the Contact
Notepad, E-mail, Wireless Messaging, or Word Processing. These features are:

??

N3 3

The Notebook

The Bulletin Board
The Message Taker
Tack-Its

The Notebook

The Notebook is like a personal reference book. Y ou can useit to store text not associated
to any particular contact. For example, Area Code lists, company goals, ideas on a specific
topic, and telephone scripts can all be stored in Notebook records.

Viewing Notebook Records

To View a Notebook Record:

= From the Office menu, select Notebook .

or Click the Notebook button on the System Toolbar (if configured) El
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The Notebook will open:

RIRUE=ERERE DIERE E SRR
IMSSansbenl jlﬁ ;l Blllﬂlcllg_élglg

NotelD:  [NOTEBODK

Description: | Motebook Records

Motebook records are like a personal reference book. “'ou can use them to -
I— share text not associated to arw particular contact. Faor example, Area Code 1
lists, company goals, ideas on a specific topic, and telephone scripts can all be
stored in the Motebook,

Do not confuse Motebook, records with the notepad. The notepad is linked to a:J

srecific mantact and iz inbended boostare infarmnatines shont Haat contact

The Notebook

Here you can store notes related to a particular database that anyone opening the
database can view (such as goals, current stock information, or the status of projects
related to the database), or your own notes that only you can view (such as personal

oo
reminders and lists). Click either the Sort Notes by Description button —EII or the

10:[E]
Sort Notes by ID button —-I to determine how the records will be sorted. Page

through the Notebook using the VCR buttons. Y ou a so have the option of viewing
The Notebook in Browse view.

Use the Notebook Toolbar to manage your Notebook. From this toolbar you will be
able to open the Goto Notebook Record dialog box and find any record based on
either ID or Description, enter Browse mode, add a new note, edit an existing note,
cancel current changes, delete a note, or print a note. To close the Notebook, click on
the Exit Notebook button 21|,

Getting Started



182 Notes and Messages

The Bulletin Board

Getting Started

The Bulletin Board provides a convenient forum for all members of your organization to
exchangeideas and information. It isahandy place to post general announcements, solicit
support for a project, encourage participation in an upcoming event, or any other sort of
message that would ordinarily be made on abulletin board.

TeleMagic Bulletin Board
Copyright TeleMagic, 1999

% Whoever has
For Sale: been taking the

Oak computer Q

zports page from

¥ the paper i the
desk. like new. If Partylll lunch room,

you're interested, Jain the accounting please stopl 'we
call 555-1354. department Tuesday at all heed to share
5:00 for Ron's this paper, sa
retirement parky. pleasze be
considerate and
put it back when
wou'te done,

TeleMagic Bulletin Board
Your company name will appear at the top

To Add a Message to the Bulletin Board:
1. OpentheBulletin Board by selecting Bulletin Boar d from the Office menu.

2. Right-click on the Bulletin Board near where you would like the upper left-hand
corner of the message to appear. (You will be able to move the note later, as
required.)

The Bulletin Board menu will open.
3.  Select Add Nate.

A blank note will appear on the Bulletin Board, approximately where you were
pointing when you right-clicked.

4. Enter the text of the note.
Right-click on the note.

The Note menu will open.
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Tack-Its

Change any properties by right-clicking on the note and selecting from the available
options. Y ou can change the color of the note, the color of the text, and the font. You
can also delete the note and view its properties from this menu.

When satisfied with the note, select Save from the Note menu.

Resize the message by ‘ grabbing’ the right or lower edge and dragging it to the
desired size. Reposition the message by grabbing its top edge and dragging to the
desired position.

Closethe Bulletin Board by right-clicking on it and selecting Close

Tack-Its are small notes used as reminders or to make brief comments on particular records
aswell as general topics. If you have already used the Bulletin Board, you are already
familiar with most features of Tack-Its. Tack-Its can be personal or not personal. They can
be linked to a contact, a database, or not be linked. If a Tack-It is personal, it will only be
visibleto itsauthor. If aTack-It is not personal, it can be seen by anyone. Thereisno
specific limit to how many Tack-Its you can have at one time.

To Create a New Tack-It:

1

or

From the Office menu, select Add Tack-It.

L]
Click the Add Tack-It button. J
A new Tack-It will open.
Enter the desired memo on the Tack-It.

Note: If thereisno cursor on the Tack-It, click anywhere on the Tack-It to make it
the current window.

Right-click on the Tack-It to open the Tack-It menu. Select Save to save the note.

Click anywhere off the note. Y ou will be prompted whether to save the note or not.
Click on Yes to save the note.

To Change the Properties of a Tack-It:

1

Right-click on the Tack-It.

The Tack-It menu will open.

Getting Started
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Select from the following options:
Note: Most of these options are only available to the Tack-1t’ s original author.

??Per sonal will be checked by default. If thisitem is checked, the Tack-It will only
be visible to its author. Clicking on thisitem will toggle the check.

??Click onLink tolink the Tack-It. A Tack-It can be linked to a contact, a database,
or not belinked at al. If aTack-It is not personal, it must be linked.

??Select Font to open the Font dialog box. This allows you to determine the font for
the Tack-It. All text on the Tack-It must be the same font. Different Tack-Its can
have different fonts from one another.

??Select Text Color to open the Color dialog box and set the color for the font on the
Tack-It. All text on any particular Tack-It will be the same color.

??Select Note Color to select the background color for the note. Choose Custom for
more color choices.

??Delete removes the Tack-It.
??Properties opens a message box with general information about the Tack-It.
Select Save to save changes to the Tack-It.

Resi ze the message by ‘ grabbing’ theright or lower edge and dragging it to the
desired size. Reposition the message by grabbing itstop edge and dragging to the
desired position.
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The Message Taker

The Message Taker provides aconvenient format for sending brief messagesto TeleMagic
users regarding messages from third parties, such asvisitors and phone calls, that camein
while the user was away. The Message Taker issimilar to ‘While'Y ou Were Out...’

message pads.
To Send a Messageto a User with Message Taker:
1. From the Office menu, select Message Taker.

The Message Taker will open:

Lt New message - TeleMagic Message Taker I
Jennifer Cram ~| Date | 02/13/2001 | Time | 01:18p
From I
Compaty I
Phone I Ext. I
Regarding I
Meszage
=
H
[~ Motify | Pazsword protect Link to Contact... | Send I Cancel |
There are 0 mezzages [Hloze |

The Message Taker in Edit Mode

2. If youarenotin edit mode, click on the Create new message button. If you
have no incoming messages waiting, you will be in edit mode by default.

Note: |If the Create new message button is not present, click Cancel to leave New
M essage mode.

3. If youwant to link the message to a contact, click Link to Contact. Thiswill open
the Contact Link dialog box which will allow you to link the message to the current
contact, or search for a contact in any accessible database. When you link a message
to acontact, the From, Company, and Phonefields will be filled in with information
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10.

11

from the contact record unless these fields are already filled in. Y ou can change any
of thisinformation, if necessary.

Select whom the message is for from the For drop-down list.
The Time, and Date fields can be edited, if necessary.

Identify the source of the message in the From fidd. Enter company and telephone
information in the Company, Phone, and Ext. fields.

Enter the subject of the message in the Regarding field.
Enter the details of the message in the Message field.
Select any combination of the following:

Notify The originator of the message will be informed when
the messageisreceived.

Password Protect The user will be prompted for their TeleMagic password
before the message will be displayed. If the user does
not have a password, they should |eave the Password
field on the prompt blank.

Further categorize the message by marking the check boxesto the right. Mark as
many as are appropriate.

Click Send to send the message.

To Read your Message Taker M essages:

1

From the Office menu, select Message T aker .

The Message Taker will open. The number of messages for you will beindicated in
the status bar at the bottom of the Message Taker.

Scroll through your messages using the Goto Previous and Go to Next M essage
buttons ﬂ ﬂ

Delete messages by clicking on the Remove current message button ﬁl
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Index
A

Abort
Wireless Message, 157
Accessing Linked Contact Information, 178
Activities
Linking to the Current Record, 54
Activities
Adding Comments, 57
Assigning Resources to Activities, 59
Assigning to Another User, 58
Availability of Users and Resources, 59
Direction In/Out, 53
Go To Date, 69
Icons, 68
Linking Records, 54
Linking to Records on Different Levelsor
Databases, 56, 57
Linking to Records on the Current Level, 55
Month View, 65
Recurring Activities, 60
Scheduling, 52
Select Time, 70
Setting an Alarm, 54
To-Do View, 67
User Permissions, 15
Viewing Full Details, 72
Week View, 63
Activity Browse, 71
Activity Details
Viewing, 72
Activity Field, 33
Activity Manager
Browse Window, 71
Day View, 42
Fax, 143
Going to any Date, 69
Icons, 68
Reviewing, 61, 67
Starting, 42
Activity Manager Tools, 43

Adding Controlsto Toolbars, 22
Address Books, 86

Addressing Messages, 86
Answering E-mail, 90
Answering Phones, 110
Attaching Files, 91

Attaching Merge Documents, 92
Attachments, 91

B

Branch Scripting, 114
Reset, 116
Setup, 116
Browse
Activity Manager Browse, 71
Sales Forecasting, 177
Browse View, 30
Exit, 30
Browse Window
Activity Manager, 71
Bulletin Board, 182
Adding Messages, 182
Buttons
To Specific Date, 69

C

Calendar
Going to any Date, 69
Month View, 65
Reviewing, 61, 67
To-Do View, 67
Using, 61, 67
Week View, 63
Call Notes
Recording, 104, 110
Cancdl vs. Close/Save, 8
Century Rollover, 32
Changing Pages
Control Bar, 25
Keyboard, 26
Changing Views, 25
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Character Field, 31
Checkbox Fields, 32
Checking for New Messages, 89
Closevs. Save, 8
Composing Messages, 84
Contact Data
Saving, 35
Contact Database
Selecting, 20
Viewing Records, 28
Contact Manager
Contact Manager Toolbar, 22
Contact Manager
Closing, 40
Goto, 36
Layout, 22
Opening, 22
Using Wireless Messaging, 153
Contact Manager Toolbar
Adding Controls, 22
Changing Levels, 25
Moving and Resizing, 24
Removing Controls, 24
Contact Manager Toolbars
Using the Contact Manager Toolbars, 13
Contact Records
Adding, 30
Viewing, 26
Control Bar
Changing Pages, 25
Conventions
Instructions, 8
Keyboard, 7
Mouse, 7
Text, 7
Cover Comments
Faxing, 143
Custom Merge Fields, 128

D

Databases
Selecting, 20
Date Field, 31
Dates
Two-Digit, 32
Day View, 61
Day View, 42
Deleted Messages, 82
Deleting
To-Do's, 73
Detail View, 67
Display Preferences
Scheduling Activities, 53
Dockable Toolbars, 24
Document Templates
Creating, 122
Documentation Database Contact View, 21
Documents
Creating, 122
Faxing, 148

E

Data
Editing, 31
Entering, 31
Database
Changing, 20

Editing Data, 31

Editing Text, 34

E-mail
Answering, 90
Forwarding, 90
Taglines, 96
Unmarking, 96

E-mall, 76
Addressing, 86
Attaching Files, 91
Attachments, 91
Existing Messages, 82
Features, 91
Linking to Contacts, 92, 94

Linking to Contactsin Other Databases, 93

Linking to Contacts when TeleMagic is
Closed, 93

Marking, 96

Opening E-mail, 89

Organizing, 83

Receiving Messages, 89

Sending Messages, 84

Spell Checking, 86



190 Index

Writing Messages, 84
E-Mail

Microsoft Outlook, 76

Setup, Microsoft Outlook, 79
E-mail Account, 80
E-mail Attaching Merge Documents, 92
Entering Data, 31
Entering Text, 34
Exiting TeleMagic, 18

F

Fax Options, 144
Faxing
Activity, 143
Cover Comments, 143
Do Not Merge Docs Option, 147
Documents, 148
Email Notification, 145
Notepad Stamp, 143
Options, 144
Sending A Fax, 140

Sending Documents Created in Supported

Word Processors, 148
Stamp Comments, 146
Stamp Documents, 145
Status Monitor, 143
Using Filters, 146

Features. See Telemagic Program Features.

Fields
Activity, 33
Character, 31
Date, 31
Last Cal
Updated, 108
Last Revision, 33
LCL,33
Memo, 32
Moving Between, 35
Notepad
Updated, 109
Number, 32
OLE, 32
Phone, 32
RCL, 33
Rollup Lists, 33

Start, 33
Types, 31
Unique Number, 32
Validated, 34
Files
Faxing, 146, 148, 146
Filtering Records, 27
Filters
Sales Forecasting, 175
Selecting, 27
Finding Notes, 36
Finding Records, 36, 38, 40
Form Letters
Creating, 122
Quick Letters, 133
Windows Write/WordPad, 130
Word 97, 131
WordPerfect 7.0, 132
WordPro 97, 132
Printing, 122, 131, 132, 127, 130
Forwarding E-mail, 90

Icon
TeleMagic for Windows, 10
Icons
Activity, 68
in Activity Manager, 68
Phone, 104
Illustration Standards, 8
In/Out Radio Buttons, 45, 53
Inbox, 82
Indexes
Sales Forecasting, 176
Selecting, 27
Informa Communication, 180
Informal Messages
Bulletin Board, 182
Message Taker, 185
Tack-Its, 183
Instruction Conventions, 8
Internet Account Wizard
Opening, 80
Using, 80
Internet Mail, 76
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Controls, 78
Establishing aNew E-mail Account, 80
Main Screen, 77
Setup, 78
Starting, 76
Toolbar, 78
User Mailbox, 78
Keyboard Conventions, 7

L

Last Revision Field, 33

LCL Fidds, 33

Letters
Creating Form Letters, 122
Windows Write/WordPad, 130
Word 97, 131
WordPerfect 7.0 or 8.0, 132
WordPro 97, 132
Quick Letters, 133

Linked Information
Accessing, 178

Linking Documentsto Contact Records, 127, 128

Linking E-mail to Contacts, 94
Login
Changing Y our Password, 15
First Time Users, 10
Password, 10
Starting TeleMagic, 9
User ID, 10

M

in Microsoft Outlook, 100
Message Taker, 185
Reading and Deleting Messages, 186
Sending Messages, 185
Messages, 82, 180
Microsoft Outlook
merging e-mail, 100
selecting contacts, 98
selecting recipients from filter, 98
TeleMagic Menu, 97
using TeleMagic with, 97
Month View, 65
Mouse Conventions, 7
Notepad
Updated after Calls, 109
Notepad-Only Records
Viewing, 180
Notepad-Only Records Screen, 181
Notes, 180
Adding during Call 106, 110
Number Field, 32
OLE Fidds, 32
On Hold Messages, 82
Open View Layout Tools, 43
Options
Save Settings on Exit, 18
Organizing Messages, 83
Outbox, 82

P

Mail Merge, 134
Manual
Symbols, 9
Marking E-mail, 96
Memo Field, 32
Merge
Creating Documents, 122
Merge
Creating Templates, 122
Merge Documents
Attaching to E-mail, 92
Merge Fields
Custom, 128
Merging E-Mail

Password, 15
Phone
Answering, 110
Phone Calls
Cdll Notes, 104
Cdll Notes, 110
Phone Field, 32
Preferences
Change, 17
Customizing, 16
Set, 17
Setting, 16
Printing
Form Letters, 122
Windows Write/WordPad, 130
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Word 97, 131
WordPerfect 7.0 or 8.0, 132
WordPro 97, 132
Quick Letters, 133
TM Merge Documents, 134
Program Features. See Telemagic Program
Features. See Telemagic Program Features

Q

Linking Sales Forecasts to a Contact Record
on Another Level or Database using
Browse, 167

Linking Sales Forecasts to a Contact Record
on the Current Level using Browse, 165

Linking Sales Forecasts to a Contact Record
onthe Current Level using Search, 164

Linking Sales Forecasts to Contact Records,

Quick Letter, 133

R

RCL Fields, 33
Reading E-mail, 89
Receiving E-mail, 89
Recording Sales Progress, 168
Records
Adding Contact, 30
Filtering, 27
Notepad-Only
Viewing, 180
Saving Changes, 35
Scrolling, 28
Selecting, 27
Viewing
Current Parent Only, 28
Viewing, 28
Removing Controls from Toolbars, 24
Responding to E-mail, 90
Rollup Lists, 33

S

Sales Forecasting, 160

Accessing Linked Contact Information, 178

Adding Forecasts, 160
Adding New Forecasts, 160
Browse, 177

Filtering, 176

Linking Sales Forecasts the Current Record,

163

Linking Sales Forecasts to a Contact Record

on Another Level or Database using
Advanced Search, 166

163
Recording Sales, 170
Sales Forecasting Reports, 172
Sales Progress, 168
Sorting, 176
Updating, 168
Viewing Forecasts, 175
Sales Progress, 168
Savevs. Close 8
Schedule
Day View, 61
Detail View, 67
Month View, 65
To-Do View, 67
Week View, 63
Scheduling
Activities, 44
Scripts
Answering Calls, 118
Defined, 114
Making Calls, 116
Navigating, 115
Using, 114
Scrolling
Records, 28
Search
Specific Records, 37
Searching
Finding Records, 36
Searching Records, 40
Security, 15
Controlling Access, 15
Setting a Password, 15
Select Didlog Box, 70
Sending a Fax, 140
Sending E-mail, 84
Sent, 82
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Settings
Saving, 18
Starting TeleMagic, 9
Symbols, 9
System Toolbar
Using the System Toolbar, 12

T

Tack-Its, 183
Changing Tack-Its, 183
Creating Tack-Its, 183
Taglines, 96
TeleMagic
Basics, 9
Logging In, 9
TeleMagic Program Features, 2
Activity Management, 2
Contact Management, 2
E-mall, 4
Faxing, 5
Other Communications Features, 5
Power Features, 5, 6
Report Generation, 3
Wireless Messaging, 5
Word Processing, 4
Templates
Creating Form Letters, 122
Text
Editing, 34
Entering, 34
Text Conventions, 7
TM-Merge, 134
To-Do Dialog Box, 45
To-Do View, 67
To-Do’'s
Adding, 44
Assigning, 51
Completed, 73
Deleting, 73
Direction In/Out, 45
Reprioritizing, 73
Viewing Full Details, 72
To-Do's
Adding Comments, 49
Assigning to Another User, 50

Completing, 51
Due Date and Overdue, 51
Linking to a Contact Record, 46
Linking to Records on Different Levelsor
Databases, 48
Linking to Records on the Current Level, 47
Linking to the Current Record, 46
Wireless Messages, 51
Toolbar
Customizing, 14
Toolbars, 12

U

Undeliverable Messages, 82
Unique Number Fields, 32
Unmarking E-mail, 96

User Mailbox, 78

User Permissions, 15

Using Wireless Messaging, 152

V

Validated Fields, 34
Viewing

Multiple Records, 29
Viewing Contact Records, 26
Viewing Records, 28
Views

Scrolling Records, 28
W

Week View
Opening, 63
Wireless Messages
Cancdl, 157
Wireless Messaging, 152
Aborting, 157
Sending A Message From The Contact
Manager, 153
Word Processing
Merging with TeleMagic, 120
Printing Documents, 134, 135
Word Processor
Changing Documents, 131
Corel
WordPerfect for Windows 7.0 or 8.0, 132
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Creating Documents & Form Letters, 122 WordPro 97, 132
Documents Merge Fields, 131
Faxing, 148 Microsoft
Form Letters, 122 Windows Write/WordPad, 130
Windows Write/WordPad, 130 Word for Windows 7.0, 131
Word 7.0, 131 Quick Letter, 133
WordPerfect 7.0 or 8.0, 132 Selecting a Document, 121
WordPro 97, 132 Setting Up Documents, 131
Linking Documents to Contact Records, 125 Using Custom Merge Fields, 128
Linking Documents to Records on Different Y

Levels, 127, 128
Linking Documents to Records on the Same Y ear 2000, 32

Leve, 126
Linking Documentsto the Current Record,
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